




































































Ask the boss to spend 
one cent a day for better-looking salesmen’ 


Why not say to him that every letter he signs 
represents his company just as his salesmen do and 
doesn’t he want his letters to look as well groomed 
as his salesmen? 


Why not tell him he can get neater, crisper letters g » 
by spending 1 cent a day for a new Royal Standard YA 


Typewriter, when he trades in your old one at five 







years instead of 10. STANDARD 


He wants memos, reports, and letters that he can ELECTRIC 
be proud of. He wants higher morale, better em- PORTABLE 
ployee relations and more work done faster and 


eens Roytype Business Supplies 
Royals are the finest, most rugged precision writ- The local Royal Representative will bring a new Royal 
ing mochines ever built . . . with less time out for Standard to your office, show its superiorities, and explain 
a , : 1 b how it costs only 1 cent a day to trade in at five years 
repall USINESS they are preferred 2} 2 to 1 y instead of ten. Why not call him? Royal Typewriter 
people u--those who type. Company, Inc., 2 Park Avenue, New York 16, New York. 


Call VOu val Representative (He’s listed in the Classified Telephone Directory) 





























Now, Im an 


understanding woman! 








I couldn't understand all the 


1. “Time was when 


boss’s dietation and had to keep barging 


into his office 


with such momentous questions as, 


‘Did you sa} ‘‘door”’ 


r “bore” ?’ 


acl 








. 
—_— 






2. “But now we've got those new Dictabelts and, just 


like the Dictaphone salesman said, they're really a superior 


recording surface. They're so good I can almost hear the 


boss think. 








3. “Add ’em to Dictaphone TIME-MASTER. 
| 


ol a dictating 


a real dilly 


machine. and I've got an unbeatable com- 
My stuff is 


time over for filing. and 


bination. and I ve got 


letter-perfect in jig time. 


other important stulf. 


The new Dictabelt “ives reproduction like F-M radio. No 


whisper audible. Try them out in 


your own oltice, 





DICTAPHONE 


CORPORATION 


Greatest name in dictation 





AND 
DONE! 
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4. “In fact, 
shop that the boss called me in the other day and said, 
‘W hy 


things have gone so smoothly around out 


‘Jane. you've got a raise.’ not?’ I said. ‘I'm an 


understanding woman. ”’ 


surface noise. Every 


( lip the coupon! 


Please send me my free cop 
Bo 
Company 

Street Address 


City & Zone — 
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To You and You 


And especially to you, the staff of 
Topvays Secretary send their merriest 
Christmas greetings. It is their fond wish 
that this wondrous season will fill you 
with happiness, peace, and love and that 
the vear ahead will be the “mavbe next 
year” that you are always waiting for. 


A Quick Review 


As you leaf through this issue, it will 
become quite obvious that we had Christ- 
mas and you on our minds from the first 
page to the last. Our cover, for instance, 
is you decorating your tree. At least that 
is the way we (and our photographer, 
Henry Grant Compton) picture you—and 
you can see that we both think you're 
pretty nice. 

On page 9, Larry Brennan takes you to 
the North Pole to visit Santa Claus and 
his secretary. How would you like to 
work in the midst of Santa’s workshop, 
with reindeer and gnomes all around? 
Well, then, you'll surely be interested in 
reading about a young lady who does. 

The secretaries Handbook, this month, 
has been cleverly labeled “White Collar 
Christmas” and presents ideas and de- 
tailed suggestions for celebrating Christ- 
mas in the office. For complete enjoy- 
ment, start on page 19 and read right 
through page 22. 

In our shorthand pages, you'll find an 
article titled “Secretary to the Sidewalk 
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Artyping by Sister Mary Geraldine 
Servite High School, Detroit, Michiga 
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Santas’ and a fiction story called “Christ- 
mas Party.” The Good Looks section, 
pages 31 to 39, discusses Christmasy fra- 
grances and pretty holiday party dresses; 
then ends with a roundup of gifts that 
Tessie has picked as especially nice for 
your family and friends 

We haven't forgotten you educational- 
wise, either; there’s the Problem Dictator 
again (page 15, this time); another of 
the “Supervisor” series, page 23; the rules 
for the OGA Contest, page 28; and so 
manv other good things that we'll detain 
u from turning to them only long 


enough for two more bits of news. 


Eureka! 


Yes, WE HAVE FOUND IT—an Associa- 
tion of Public Stenographers. If you are 
ne of the readers interested in. joining 
such an organization, please contact Miss 
Isabel S. Detchmendy, Secretary, As- 
sociation of Public Stenographers, 308 
North 6th Street, St. Louis, Missouri. 





Courtesy Mills Music, Inc. 


The Typewriter Song 


WE HAVE ALWAYS MAINTAINED that 
the steady beat of a busy typewriter is 
music to our ears, and suddenly someone 
comes along to prove it. The “someone 
pictured above during a recording ses- 
sion) is Leroy Anderson, conductor of 
the “Pops” Concert Orchestra and com- 
poser of such favorites as “The Synco- 
pated Clock,” “Blue Tango,” “Fiddlk 
Faddle,” and many, many others. Onc 
ot his newest compositions, and a record 
telease we're sure you'll be interested in, 
is “The [vpewriter.” In this piece, Mr. 
Anderson takes an hon st-to-goodness 
‘ypewriter and has it produce a_ very 
clever and catchy melody 

You may be interested to know that 
the “typist” heard on this recording is 
Jack Saunders—Leroy Anderson's drum- 
mer. Mr. Anderson wrote the musical 
score and Saunders tapped out his part 
\ using only two keys!) on a typewriter 
he found in the recording studio. 

\s for the carriage throws and _ bell 
Warnings that are heard, the carriage 
throws are authentic; but the bell sounds 
‘ome from an ordinary hotel desk bell 
that is hit at the right moments by the 
Percussions man, Harry Breuer. 

We recommend this Decca recording 
to all our readers, for (to borrow a pun 
We heard recently ), “it’s your type!” 


BUCKI-TAL 
Why does the happy elf in 
the red cap and suit and 
white whiskers remind you of 


BUCKEYE RIBBONS 
and CARBONS 7 


Cause we all kmow the two way 
pleasure that comes from giving / 


BUCKI and his pals here and now wish" you and yours 
A MERRY, MIRTHFUL, 
MARVELOUS CHRISTMAS 


and promse to give you more working pheasvre Ly your wsing : 


BUCKEYE RIBBONS AND CARBONS 
7213 St.Clair Ave., Cleveland 3, Ohio 



















Not that one, dear. No, the top 
letter you’re carrying in to the boss./- > 
That erasure looks like a Cigarette = ~ v 
burn! 


EZERASE bond is your answer to the annoying 
erasure problem — because your “slate” can be wiped 
clean with a few strokes of a lead pencil eraser. Just as 
clean as a hound’s tooth and the paper -isn’t scuffed 


As good as you are — you know about four o’clock the {= 
old fatigue creeps in, and we’re all open to a few / 
mistakes. So don’t re-do a letter for an error in the last | / 


line — use EZERASE, and your occasional slips won't 
show! Made in Bond and Onion Skin weights 


Write us on your company letterhead 
for free sample of EZERASE and ‘'Let- 


ters for Signature’ folder 




















~ 
| MILLERS FALLS PAPER COMPANY 
| Millers Falls, Massachusetts 
| Please send me the FREE sample of EZERASE and 
1 Letters for Signature’ folder 
Name 
| Position 
Cad .. 
| Company 
Address 
BOND - ONION SKIN - EZERASE - OPAQUE i City State 
‘ 
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How to Make 
INVISIJ8Le 
Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


- fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 
| 1068 S. Clinton St., Syracuse 4, N. Y. 











4* When is a gift 
more than a gift? n 


—When it's a kK 


subscription to 





TODAY'S SECRETARY 











Ten big issues packed with entertainment and 
information for your office or school friends to 
put to valuable use right on the spot... fashion 


- grooming .. . secretarial information. 


SPECIAL HOLIDAY RATES 


One-year subscriptions (reg. $3) $2.50 


{your own or one gift) 
Two-year subscriptions (reg. $5) 


(or two one-year subscriptions) 


Three or more one-year subscriptions, each 2.00 


Three or more two-year subscriptions, each 4.00 


Add 25c per subscription for Canadian or 
Foreign postage. 


A Christmas gift card will announce each gift. 
You have until January 31, 1954 to pay. Send 
orders now. Be sure to mark them “gift offer.” 


TODAY'S SECRETARY 
330 West 42nd Street 


* 


New York 36, N.Y. > 


ree 4.50 
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ASKS THE 








MADELINE 8S. STRONY @ R. ROBERT ROSENBERG ®@ E. LILLIAN HUTCHINSON 


ESSIE: Hello, everyone—welcome to 
the Christmas meeting of our sec- 
retarial clinic! Of course, it’s still a 

few weeks until Christmas Day; but 

since we won't be meeting again until 

January, our Experts thought we should 

have a little party today. Santa was just 

in with his bag of presents. Sunny got 
two new typewriter ribbons, gift-wrapped 
and decorated with a beautiful Christmas 
corsage. I got a new gavel, a stocking full 
of goodies, and a piece of coal. i'm sure 
that last item was meant as a joke; but, 
just to be on the safe side, I think I'll be 
a good girl and start asking questions. 
The first is for you, Doctor Rosenberg. 


A NEW YORK STUDENT writes, “In my 
Business Law class I recently learned that 
I am considered an infant—not capable of 
making a binding contract—until I am 
twenty-one years of age. Why, then, do 
I have to pay adult prices when attend- 
ing movies, plays, etc.?” 

RosensBerG: Well, Tessie, the answer 
to this is rather involved; but I will try 
to make it as simple as possible. The law 
that makes infants pay adult prices for 
various necessities and luxuries is a benev- 
olent one rather than a vindicative and 
punishing one. It is easy to see that, since 
an infant or minor cannot legally be held 
to a contract, many merchants might re- 
fuse to sell him any tood or necessities at 
all. The law steps in, therefore, and says 
to the merchants that it will permit them 
an action in quasi contract (which is no 
contract at all, but an obligation imposed 
by law ). This is an action whereby a mer- 
chant may recover the reasonable value 
of anything by which another, a minor 
for example, has been unjustly enriched. 
By this law, a minor is made legally re- 


Ly 
= 
he 


sponsible to pay, for instance, for the 
prices listed on the menu for a meal he 
may order in a restaurant, or the box- 
office price of a seat he would like at the 
movies—just the same as an adult. 

In either of the cases cited, should the 
minor refuse to pay, the restaurant owner 
or theater operator can recover the rea- 
sonable value of the services rendered— 
not on the grounds of breach of contract 
(for he is dealing with an infant), but on 
the grounds of quasi contract. 
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Tessie: Here is a question for Mrs, 
Strony. A male secretary in New York 
would like to know if the terms post card 
and postal card are interchangeable. He 
always thought the former was used only 
to designate a pictorial card. 

STRONY: Many people do use post card 
and posal card interchangeably, Tessie, 
but the correct difference is this postal 
card is the government card; post card is 
any card to which you affix a stamp. It 
may be a picture card or it may be a card 
that has the sender’s name and address 
imprinted on it with adequate room for a 
message. 


Tessie: Miss Hutchinson, here is a ques- 
tion tor you. A secretary in Wisconsin 
asks, “How would you type the noun 
résumé? I was of the opinion that the word 
could be typed without the accent marks, 


reeEEE 
MERRY 
XMAS 





\ 


because the context would indicate the 
pronunciation and because the typewriter 
has no key to provide accent marks,” 

Hurcuinson: The accent marks should 
by all means be included when typing 
résumé, Tessie, for without the accents it 
would be confused with the verb resume. 
The accents may be inserted by pen, or 
an apostrophe can be typed over the let- 
ters in question. Although neither of these 
methods is ideal, the result is quite ac- 
ceptable. 

If this young lady’s work includes 
many words in which accent marks are 
required, she may wish to consider hav- 
ing a key bearing the acute and grave ac- 
cents substituted for one of the less fre- 
quently used keys on her typewriter. 


Tessie: Here is another one for you, 
Miss Hutchinson. A secretary in Ten- 
nessee writes that she noticed in a past 
issue of this magazine that we mentioned 
someone wanting to “hyphenate” some- 
thing. She wonders if we didn't really 
mean “hyphen.” 

HuTcHinson: Well, Tessie, according 
to Webster’s Unabridged Dictionary, both 
hyphen and hyphenate are correct. The 
selection is entirely a matter of choice. 


Tessie: Doctor Lloyd, this question 's 
directed to you. It is from a reader in 
Maryland, who says, “I am interested in 
doing typing for writers and should like 
to obtain your ideas on how to get started 
and what special aptitudes are requiree. 
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EXPERTS 





CHARLES E. ZOUBEK ® ALAN C. LLOYD 


Lioyp: The qualifications ordinarily 
expected of someone who wishes to type 
manuscripts for authors are as follows: 
(1) The ability to type at sixty words a 





minute or more over sustained intervals, 
possession of a good typewriter (usu- 

ally elite is preferred), and (3) some 

means of announcing your services. 

As you might imagine, Tessie, finding 
an employer for such a service is a very 
difficult chore. There are quite a few 
magazines published for writers, the 
names and addre sses of w hic h Call doubt- 
less be ascertained at the nearest public 
library. Many manuscript typists run 
small advertisements in such public ations, 
in the hope that some local author will 
see the ad and contact him. Som« typists 
have successtully obtained work by writ- 
ing directly to authors whose works they 
have noticed in magazines or books. Only 
a person who does a great deal of writ- 
ing has need for the professional typist. 


Tessie: Here is a question for Mr. 
Zoubek. A left-handed shorthand writer 
in California writes that she believes left- 
handed writers do not attain the speed 
that right-handed writers do. She wants 
to know if you have any suggestions to 
offer for this apparent handicap. 

ZouBeK: Well, Tessie, I think this 
young lady’s feeling that left-handed 
shorthand writers cannot reach as high 
speeds as right-handed writers is purely 
psychological. There is no reason why a 
left-handed writer cannot do anything 
and everything that a right-handed writer 
can do, provided he uses the proper prac- 
tice tec hnique s. In fact, one of the fastest 
Writers alive today is a lett-hander 
and an “upside down left-hander” in th 
bargain. That is, he approaches the writ- 
ing line from the top of the page, curling 
his hand around. This left-handed write 

Morris Rifkin—holds one of the highest 
feporting jobs in the country, reporter 
in the Supreme Court of New York State. 
There is only one way that anyone, 
whether left-handed or right-handed, can 
achieve shorthand speed, and that is 
through well-guided practice. This prac- 
tice should include the reading and copy- 
mg of large amounts of well-written 
shorthand and the taking of dictation at 
Constantly increasing speeds. Anyone who 








“There’s 


nothing 





like our 


Gestetner!” 


“Just think of it! 1 can operate 
our Gestetner duplicator all day 
long with never a smudged finger, 
never a dress stain. That's 
because the ink is a paste— 

it comes in a tube which clips 


mg 


> » | A ; 9 right into the machine. 


er J 
called No trouble. No mess. 


It's wonderful!” 





Brand new! 


GESTETNER 260 
with CONTINUMATIC INKING 


Forms, bulletins, reports, letters—now you 
can turn them out faster, easier, at half the cost! 
Just set the selector to the ink density you want, 
dial the number of copies, and your Gestetner 
does the rest, quickly and efficiently. 

Remember, when the subject of duplicators 
comes up, that no other machine approaches the 
Gestetner’s ease, simplicity and cleanliness of 
operation. 

Remember too that the Gestetner costs no 
more than conventional equipment. Don’t you 
think it deserves a chance to demonstrate its 
many advantages—in your office? 





Duplicating 
at its finest 





Goldner 









PARTS AND SERVICE 
FROM COAST TO COAST 





GESTETNER DUPLICATOR CORP., Dept. 21, 50 McLean Avenue, Yonkers 5, N. Y. 


For full details, actual duplicated samples and the name of 
your nearest distributor, fill in and mail this coupon today. 


NAME COMPANY 





ADDRESS CITY 7ZONI STATE 
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follows these two procedures in_ prac- 


| 
ticing cannot fail to build up his speed. 


Tessie: Mrs. Strony, a teacher in New 
Jersev wants to know if the subject line 
In a letter should by placed aby Ve Or be- 
low the salutation 


Srrony: Because we think of the sub- 


ject line as being part of the letter, 
lessie. it should follow the salutation. It 
mai be centered o the same linn right 
after it, or written directly below. In 
some letters, an attention line is used in- 
stead of a subject line Niost peopl pre- 


fer an attention line above the salutation, 


ithough some firms like to center it on 
thi Sali linn wit thre sal itatl i It is 
really a matter of choice 

Pessu Ilere s il ther OTM for vou, 
Mrs. Strom \ reader in Michigan is 
wondering if it is all right for her to 
tise i notebook with wick spaced lines 
when writing her shorthand 

Srrony: While most Gregg writers do 
use the narrower lines, there is no objec- 
tion, Tessie, to this young lady's using 
the wide lines if that seems to be easier 
for her. Phi wick line S were ce signed 
originally for a shorthand svstem_ that 
took thre posillons—on the line, ibove 
the line, and below the line. But Gregg 
can be written on any type Of paper, 
even without lines 

Tessie: The next three questions are 
directed to Doctor Llovd The first one 
is from a secretarv in Massachusetts. She 
write \Iy boss is always roaring that 
we should ¢ ver our typewriters—even for 
the noon hour. Isn't that going a_ littl 
bit too tar? 


Lioyvp: No, Tessie. it isn't. Did vou 
know that the insides of a watch are much 
less comple x. than those of a typewriter? 
Just figure it out—the parts of a watch 
have to move only once or twice a sec- 
ond, while those of a typewriter must be 
able to move fifteen or twenty times a 
econd, You wouldn't leave the miner 

, 


workings of vour watch exposed, would 


you? More damage is done to typewriters 
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by the dirt in the air than bv anv othe r 
one thing. This voung ladv’s boss is re lly 
very Wise. 


Pessie: Next question. A stenographer 
in Pennsylvania says that, when she types, 
the capital letters are all just a little bit 
below the line of writing. She wonders 
if this is all her fault. 

Luoyp: No, Tessie, her machine needs 
adjusting. A repairman can adjust two 
screws that will bring those “caps” back 
into line in a jiffy. 


lessie: A secretary in New York has a 
complaint, Doctor Lloyd. She writes, “I 
am so disappointed with my new electric 
typewriter. Why, I don’t type at. all 
faster!” 


Lioyp: Switching to an electric, Tes- 
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sic, is like buying a pair of $40 shoes. 


Both take breaking-in. Neither will make 
vou move any taster. But both will let 


longer and with less fatigue. 


vou move 
production on an electric 
vrow trom the fact that vou don't get so 


tired and, thus, can keep going longer. 


Increases lI 


Pessu Miss Hutchinson, here are 
S( i questions tor vou. The first one 1s 


from a young lady in Illinois. She would 





like vou to “please explain when some- 
time is written as one word and when it 
is written as two.” 

I lu1TCHINSON This voung lady has 
plenty of company in her uncertainty as 
to the correct use ot sometime and some 
time. If she will just remember the fol- 
lowing, I'm sure it will he Ip her: 

Sometime is an adverb, meaning at an 


unspecified or indefinite time, usually in 


the tuture Some time is a two-word 
| 1 | . ) lif o 
phrase yvome, an adjective, noditving 
time, a noun). The phraseaisually refers to 
the passage of time. And here's a special 
littl trl k to help jog your memory: It 
] 
the word little can be mentally inserted 
between some and time, the two-word 
phrase is correct. 


Tessie: This question {fs trom a secre- 
tary in Connecticut, Miss Hutchinson. 
She would like to know what is the cor- 
rect wav tor a single woman te 

} 


sf 
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name on a business letter 

HUTCHINSON: Well, Tessie, the two 
most common stvles for the signature of 
anh unhilharrit d Woman are Miss enclosed 
in parentheses) in a pen-written signa- 
ture, or Miss—not in parentheses—in a 
typed signature 

Tessie: One other question from the 
same young lady, Miss Hutchinson. She 
adds, “When the contents of the letter 
Warrant it, mv boss preters to substitute 
Thank you tor Very truly yours. Would 
this be considered correct?” 

IlurcHiInson: If a letter is being writ- 
ten in the conventional form, it is usual, 
of course, to phrase the complimentary 
closing in the standard form of Sincerely 
yours, Cordially yours, etc. But if the 
dictator has a firm preference tor some 
should not 
be denied the ple asure of using it. 


regi 
individual arrangement, hx 


Tessie: Here is a question for Mrs. 
Strony. A student in Wisconsin tells us 
she is interested in becoming a U.N. Sec- 
retary. “Could you please tell me what 
qualifications I will need? Will I have to 
go to college? If so, how many years of 
college must I have?” 

Strony: The U.N., Tessie, like all 
others interested in secretaries, wants 
people with a good educational back- 
ground and as much experience as possi- 
ble. There are all levels of jobs at the 
U.N., as there are in business. Some of 
my former students who are working at 
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United Nations headquarters took a one. 
year secretarial course at the completion 
of their high school training. Others were 
graduated from college, and they have 
progressed further. The important thing 
is to get as much education as your time 
and money will permit. 

Try to get some additional experience 
before apply inig to the U.N. so that more 
opportunities will be open to you. Why 
not ask their Personnel director just what 
the qualifications are for the specific job 
you would like to hold, and train yourself 
to meet them? 


Tessie: Here's a letter addressed to 
Mr. Zoubek. It reads, “I ama clerk-typist 
in our local court house and have come 
to know a number of court reporters, 
I notice that they all write the initials 
C. S. R. after their name. Just what do 
these initials signify?” 

Zovusek: Well, Tessie, the _ initials 
C. S. R. stand tor Certified Shorthand 
Re porte) he de gree ot Ce rtified Short- 
hand Reporter is granted by a number of 
states to writers who have demonstrated 
their ability as competent shorthand re- 
porters. The degree of Certified Short- 
hand Reporter in the field of shorthand 





is comparablk to the de eree of Certified 
Public Accountant (C. P. A.) in the field 
ot accounting. 

In New York State, be tore a candidate 
is awarded the C. S. R. degree, he must 
meet the tollowing requirements: 

1. He must be 21 vears of age. 

2. He must have had at least five years 
of experience as a shorthand writer. 

3. He must hold a high school diploma 
or its equivalent. 

The examination for the C. S, R. is a 
rigorous one. It usually consists of one 
hour’s dictation divided as follows: 

l. Four-voice te stimony at speeds rang- 
ing from 120 to 200 words a minute. 

2. Jury charge at 175 words a minute. 

3. Medical testimony at approximately 
150 words a minute. 

Some portions of the dictated material 
are read back orally; other parts are tran- 
scribed on the typewriter. The candidate 
meeting the acc uracy standards set by the 
Board of Examiners is awarded the de- 
gree ot Certified Shorthand Reporter and 
is entitled to place after his name the 
initials C.S.R. 


Tessie: And here are some questions 
for all my readers from me. Have you 
finished your Christmas shopping yet- 
sent out those beautiful Christmas cards 
you bought—taken your little niece to 
see Santa Claus—made plans for dec- 
orating the office? Please don't think I'm 
trying to be nosey, but Sunny and I do 
want to be sure that you have the nicest 
Christmas ever. Doing these things our- 
selves filled us with Christmas spirit, and 
we want to share it with everyone. 5¢ 
you next year. And till then, meeting § 
adjourned! 
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SECRETARY AT THE 


North Pole 


; ew NORTH POLE was melting rapidly in the summer heat, and Betty Farrell 
Santa’s own secretary and secretary to Santa’s Workshop, Ine., North Pole, New 


York. was more than a little concerned. She hurried out into the quaint little village 


with its sharp peaked roofs and brightly painted buildings 
“This is far worse than the day Santa fainted,” she despaired. “At least, that day 


we sent in Old King Cole. who makes a wonderful Santa Claus. But the North Pole 


melting, how can I ever explain that!” 
It was the Way the kiddies looked at the slithery monolith and began to tax their 
BY dads and moms with questions that unsettled Betty most. “Defrosting the North 
LAWRENCE D. Pole. maybe, Pop?” one lad speculated. 
“Oh. no! Santa wouldn't allow the North Pole to melt away, even for detrosting 
interposed Dad. He mn: vertheless eved the five-and-a-half-foot-tall and one-foot-thick 


ice cvlinder as anxiously as his son, 


BRENNAN 


The problem was squarely on the secretary's shoulders, and a strange one even tor 
a girl whose main job it is to help keep the Christmas spirit alive throughout the year 
particularly on hot July and August days. The little fairyland in which Betty works 


snuggles amidst hilloc ks and pine bowers SsOoTne 1600 teet up the $1872-foot A dirondac k 


peak, Whiteface Mountain. Occupying a rugged sloping area about the size of three 


or four city blocks, it is a perfect realization of every kid’s dream of Santaland 


Here some 65 gnomes and elves receive and entertain visitors. Through the village 


wander Bopeep and her shee p Old King Cole. Red Riding Hood, Mother Hubbard 
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(As Santa’s secretary. Betty 


when she takes dictation at Santa’s house because his cottage 
open to visitors and Betty wants to preserve the storybook atmosphere. 


reindeer, goats, ponies. bunnies. and peacocks. The 
buildings, patterned after the fanciful dreamland 
houses of fairy tales, serve as shops for blacksmiths. 
woodcutters, potters, glass blowers. and ceramic jewel 
makers, whose wares are on sale to visitors. On the 
front porch of his own cottage sits Santa himself, 
greeting all the children—voung and old—who find 
their way up the slopes of Whiteface Mountain. Near 
Santa's cottage is an exquisite St. Nicholas Chapel, a 
very lucky wishing well, and that wonder of wonders, 
a real ice North Pole—now fast dripping away. 

Santa's girl Friday stepped from the never-never 
land back into her pine-cabin office. The village was 
well staffed with craftsmen of all kinds—all handy 
with star dust and dreams—but not a single repairman 
who could tackle a North Pole. Betty had to get the 
proper technician from outside and get him quickly. 
She shut the door on the crooked little streets and 
queer-set chimneys; the moist, soft, wondering eves 
of youngsters; the over-the-rainbow dreams; and the 
gnomes and elves of this fairy world—to ponder her 
very real problem. Betty began making frantic phone 
calls. After many trys, she finally found a refrigeration 
man in Saranac Lake, some twenty-five miles away, 
and hustled him down at top speed. He certainly 
wouldn't want it on his conscience that he dallied 
while the North Pole melted! 





has her own Christmas cloak. She wears this 


is alwavs 





Betty and one of the village gnomes chuckle 
about a particularly cute letter that has 
come from one of Santa’s voung faithfuls, 





It's not easy to think back to reality when you are 
secretary in an office set up to keep in operation a 
completely unreal fairyland and your very bosses are 
delightfully whimsical gentlemen who play the Santa- 
Claus game for love and for keeps. They not only in- 
sist on authenticity, down to the very roots of Kris 
Kringle’s beard, but they also play the game out to 
the extent of moving the whole shebang aboard a 
DC-3 every December and actually delivering free 
toys to orphaned and needy youngsters throughout 
eastern United States and Canada in a famous Oper- 
ation Toylift. Although Santa’s Workshop, Inc., is a 
privately operated organization, it has distributed, 
since 1949, over 43.000 free toys, valued at $98.000. 
Visitors who drop money into the wishing well pay 
part of this cost, but much more than half is donated 
by North Pole management. 

Betty has the pleasure of being the “office” aboard 
the Toylift plane. Clad in her red Christmas cloak, 
with its white-trimmed hood, she loves to look down 
through the snowflakes at the crowds of eager children 
waiting for their toys at the airport below. Hers is the 
responsibility of the scheduling, distribution, com- 
munications, and general operations during the trip. 
The flight covers major cities between Quebec and 
Baltimore, Cleveland and New York City. 

Gliding in and out of storybook land is a central 
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\ visit to the wood carvers shop is always 


fun. But even this clever crattsman couldn t 
help Betty when the North Pole melted. 





activity in Betty Farrell's professional life. She’s the 
perfect holiday-workaday personality for the job, with 
a happy combination of play. good humor, and dead 
seriousness. If any secretary in the world can claim 
the honor of being Santa’s girl Friday, it is this young 
woman. Betty not only prepares thousands and thou- 
sands of letters throughout the year for Santa's signa- 
ture, but must also exercise her ingenuity in compos- 
ing many of these letters so that Santa can keep his 
eves twinkling and his brow tree of worries. 

Most of the vear Betty works a nine-to-five day. In 
the busy summer season she may be at it until seven 
oclock; and, during Operation Toylift, she may see 
continuous round-the-clock service. For the most part, 
her hours are regular enough, and the office system 
she operates and the tasks she performs are largely 
matters of her own design. Throughout the busy sum- 
mer, she has four secretarial assistants—college girls 
Working through their vacations. During the winter 
she has her own secretary, who not only holds down 
the fort during Operation Toylift each December, but 
helps Betty launch Operation Uncle Sam on March 15. 

The problems that concern Betty may be classified 
into such dull-sounding categories as finance, corre- 
spondence, and maintenance; but dull routine there 
is none. Each morning there is the shock of meeting 


a tower of incoming mail, a (Continued on page 52) 
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Each year Santa's Workshop plays Santa 
for real. Betty. Santa. and the helpers 
fly to cities in the Northeast distribut- 
ing free toys to needy youngsters. 


Little Bopeep feeds her sheep. In the 
| | | 


background can be seen the lovely little 
St. Nicholas Chapel. 





The gay North Pole mountain village is Betty's office 
setting. one-and-a-half times higher than the Empire 
State Building—and. to Betty, far more beautiful. 












[LING—after four vears of college? Mary Fong 

had to decide. It was the fall of 1951. and Marv. 
with a B. A. degree from Skidmore granted just a few 
weeks before, wanted to put it to good use. For her, 
that meant working for the United Nations. 

Then she heard. There was a job at the UN, but 
she would have to start by doing clerical work. The 
Archives section needed someone with training in typ- 
ing and general office procedures. 

Mary considered her assets. She had a major in 
sociology, a minor in history, and she was soon to 
start on courses leading to a Master's degree. Should 
she wait for a job on a professional level or start at 
the UN using her typing and office training in the 
hope they would be an opening wedge? 

It didn’t take her long to decide. She started work 
at the UN in October, 195l—and she hasn't been sorry. 

For a period that lasted just about a vear, Mary 
did a variety of jobs—most of them small, most of them 
on an apprentice level. 

“I started in the sound recording section.” she ex- 
plained. “The sessions of the Security Council, Gen- 
eral Assembly, its committees, and other important 
sections are recorded on aluminum-base discs. sixteen 
inches in diameter.” she went on, “and these are kept 
by the Archives as the basic record for checking trans- 
lations and verbatim minutes. 

“We get requests for records all the time,” she 
said. “Delegates often want a record of a speech they 
made to send to their own country. So we do a job of 
‘dubbing’—taking their voices from the master—for 
them.” 


WORKING WITH SOUND RECORDING meant being down- 
stairs, for sound-recording equipment is located 
outside the council chambers. But within a few 
months, tiny, dark-haired Mary moved up to the nine- 
teenth floor, the real home of the Archives section, 
and settled down to work in an office with a pulse- 
quickening view—the busy East River below; beyond, 
the stretches of Long Island. 

Moving up to the nineteenth floor meant moving 
up in her job, too, in a modest way. It was, after all, 
her first job. Mary had never worked before coming 
to the UN. Born in Shanghai, she came to the United 
States with her family when she was thirteen, and 


FILING 






AT THE 





BY MARTHE GROSS 


her life in the States had been very largely concen- 
trated on schooling. 

To round out her first year with the international 
organization, she next worked in the reference section. 
Here she began to get a true picture of just how the 
Archives operates in serving the public and the UN. 

Mary explained it this way: “We have documents, 
reports, and other important papers that cover every 
phase of the United Nations’ activities—going all the 
wav back through the San Francisco Conference, 
London Conference, and Dumbarton Oaks. These 
have to be listed and filed so carefully that they can be 
found easily when theyre needed for study.” 

As a member of the reference section, it was Mary's 
job to answer telephone and mail requests for items 
ranging from documents on microfilm to papers of 
the League of Nations, UNRRA, War Crimes Com- 
mission, or others now in the possession of the UN. 

One morning there might be a call from the De- 
partment of Trusteeship asking about a letter that 
had come from Tanganyika dated July 10, 1949—a 
petition to the UN written in Kiswahili. An hour later 
it might be a memo from the Department of Public 
Information asking to see some radio scripts turned 
out in 1948 by them in Pakistani. 

“The date is always important.” Mary emphasized. 
“That way, we know whether it is current or not. 
Archives’ job is with ‘noncurrent’ material.” She went 
on to explain that her section would not have in its 
possession such a recent letter as the one sent this 
vear from Henry Cabot Lodge to Secretary-General 
Dag Hammarskjold, informing him that the armistice 
had been effected in Korea. 

Mary pointed out that it is up to the individual de- 
partments at the UN to decide just when they want 
certain parcels of papers sent to Archives and how 
long they are to remain there. The Legal Department, 
for instance, may send in papers covering 1947 through 
1949 and ask that these be kept until 1955. 

The office of the Secretary-General, which occupies 
the top floor of the glistening skyscraper, may send to 
Archives papers rated so valuable that they will be 
retained “for history.” 

When such a packet arrives, it is up to personnel 
in Accessions and Disposal to accept it formally; then 
another department, Guide Preparations, takes it 4 
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step further—their job is to prepare catalogues describ- 
ing the holdings of the Archives. Although most pa- 
pers are in English, the other four “UN languages — 
French, Spanish, Chinese, and Russian—are also repre- 
sented. as well as Czech. Slovenian, Arabic, Korean 
and Portuguese. Several of the sixteen people in the 
Archives section are multilingual, and there are al- 
ways others in the Secretariat to help w ith little-known 


tongues. 


Arrer Mary had been at UN about a vear, she had a 
chance to do her first work with the Guide Prepara- 
tions group. Under the supervision of Mme. Henri- 
ette Hartmann, a charming Frenchwoman who heads 
the unit, Mary began working up records guides giv- 
ing background information as well as catalogue data. 

One of these delved into the activities of the UN's 
Recreational Council. “We have bowling, dramatics 
and a lot of other activities for people working here at 
the Secretariat.” Mary went on. “Our stamp club, for 
one, is very active. We wanted a complete record of 
just how it started. So I went down and did some in- 
terviewing to get enough information for working up 
the record guide.” 

The matter of the UN’s Recreation Council brought 
up the question of Mary’s own interests. 

“Im a collector.” she said with a quick smile, 
“but not stamps. Records!” Mary, who shares an apart- 
ment in Manhattan with a Skidmore friend, has been 
steadily adding to her collection of classical records. 
Another of her pet likes is the ballet; and when the 
world-famous Sadler’s Wells company was in New 
York this fall, Mary attended three times. “Best of all. 
| got to meet Margot Fonteyn, the star, at a party 
given for the company!” Mary also likes tennis and is 
especially enthusiastic about sailing. 

Graduate courses at Columbia University would not 
exactly qualify as recreation in Mary’s life, but they 
are an important part of her present and especially— 
she hopes—of her future. 

‘T've been taking courses at Columbia late after- 
noons and, this year, in the evening, for | want to get 
my Master’s degree in sociology,” she said seriously. 
With 1 
reasons, she can really make the kind of professional 
Progress that she dreams of. 


a graduate degree plus her office skills, Mary 





Poison arrows. ceremonial masks. daggers. and native 
art, are among mementos presented to UN Trustee- 
ship Council commissions “filed” in the Archives when 


not on exhibition. 


elle 
A query dating back to the San Francisco Conference 
brings Mary and her boss. Mme. Henriette Hartmann. to the 
reference room to check bound volumes of proceedings. 


Mary insists she always 
takes a loftv view of 
matters when she goes 
searching in the stacks. 
One of the UN file as- 


sistants stands by-—just 


A survey of microfilm cards shows that some of the 
subjects requested for study by colleges and libra- 
ries need to be more fully described and rated. 
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N CASE YOU HAVE WONDERED ex 
l actly what a cablegram (cable, for short) 
is, it is simply a telegram that goes overseas 
It is a message that speeds through a storm- 
proof copper cable laid on the bottom of the 
ocean floor and arrives at its destination al 
most before you’re through with your filing 
Today there are 316,000 nautical miles of 
these cables, linking the continents, waiting 
to receive and transmit cables such as the 
one your boss may decide to send today. 

Let’s say that he asks you to send a cable 
that reads as follows and must, without fail, 


arrive today: 


Frank Evans 
International Bead Company 


Paris, France 
Order 76890 shipped March 16 
John 


First of all, who do you contact to send 
the cable for you? A number of companies 
handling cables are listed in the classified 
telephone directory under “Communication 
Companies.” One of the best known cable 
services, is, of course, Western Union’s. 

To type out the cable, you can use a stand- 
ard telegram blank. The Western Union 
blank has two boxes at the top—the one on 
the left to designate the message as a tele 
gram, the one on the right to mark it as a 
cable. Special cable blanks are available, too. 

Since your boss specified that the cable 
must arrive today, you will check the space 
marked “Full Rate” in the right-hand box. 
The full-rate cable is the standard fast serv- 
ice, delivered the day it is sent, allowing, of 
course, for time differences. 

Type out the cable just as you would a 
telegram. You must, however, place the sym- 
bol “FR,” standing for “full rate,” before the 
name “Frank Evans.” In counting the words, 
this symbol will be counted as one word. 
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Now LET’s COUNT > WORDS, Here are the 
general rules that you must follow 

1. Count each word that is in the address, 
the text, and the signature as one word. 

2. Count the symbol showing the type of 
cable (“FR,” in this case) as one word. 

os. Count each punctuation mark as one 
word. (You may and should omit the comma 
between “Paris” and “France.’’) 

+. Do not count the country as a word. 
(There is no charge for “France,” for ex- 
ample, in this cable you are sending.) 

o. Count as two words any word consist- 
ing of more than fifteen letters. 

6. Count as one word any figure or figure 
group not ¢ ceeding five figures. 

You have, therefore, thirteen words in the 
cable you are about to send: one for the 
symbol “FR”; two for the name “Frank 
Evans”; three for the name of the company; 


one for the city “Paris”; five for the mes- 
sage: and one for the signature. 

Thirteen words going to France along 
some 3000 miles of ocean cable must cost, 
you might guess, a week's salary. Actually, 
the charge is 23 cents a word to Paris, or 4 
total of $2.99 for this particular cable. The 
destination does not affect the cost appreci- 
ably; the same cable sent to Arabia, for in- 


stance, would cost only slightly more. 


ANOTHER TYPE OF CABLE is the Cable Letter, 
similar to the domestic night letter, which 
is delivered the duy after it is sent. There 
is a minimum charge for twenty-two words 

$2.53 to Paris, for example, plus 11% cents 
for each word over the minimum. 

Another type of cable service sends mes- 
sages to ships at sea in all parts of the 
world. Money orders may also be sent via 
cable. 

Why not ask your local Western Union 
office manager for additional printed infor- 
mation on cables to keep handy at your desk? 
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OES YOUR BOSS mix personal comments with 

his dictation? Does he explain in detail why he is 
saving what he is saying? Right in the middle of a 
sentence (and without change of tone), will he tell 
vou where he met the Pete Bailey he is writing to? 
~ Well, then, you probably find that many times you 
are completely puzzled as to what part of your notes 
to transcribe and what to ignore. Chances are you 
frequently have to rewrite a letter because your proof- 
reading reveals that part of it is irrelevant. Yours is 
indeed a problem, for you must become expert at 
separating the wheat from the chaff. 

A dictator, like the customer, is always right. So 
let’s face it. There is nothing that you can do to force 
your boss to hew to the line. The solution to your 
problem, therefore, is simply a matter of learning how 
to handle the taking and transcribing of his particular 
(or peculiar) stvle of dictation. 

Probably you have had the experience of wondering. 
even as you wrote, whether or not a passage was meant 
to be included in the letter. In such a case, steal time 
somehow to place a question mark enclosed in paren- 
theses (?) over those shorthand notes. When you are 
transcribing, the question mark will warn you that 
you will have to stop and think before you type. 


Now wart apsout the notes that are all run together, 
with no question marks to help you out? Such dicta- 
tion cannot be typed without considerable study; and 
although prereading of shorthand notes is considered 
undesirable, in this instance there is no other way for 
vou to make sense out of a letter that combines a 
business message with running comments. Since every 
letter will not need to be preread, you can save time 
by placing your question mark at the beginning of 
your notes for those letters that needs complete re- 
Vision. 

Occasionally, you will be unable to decide whether 
to include or to omit some of the dictation. The safest 
thing to do then is to ask your dictator. 

There is another thing you can do to prepare your- 
self for the amount of editing that may be necessary 
in the dictation of the day. Study your boss; watch his 
moods, If he is a little grumpy, you will probably be 
able to transcribe quickly, for any unrelated dictation 
will be so pungent that it will immediately stand out 
as being extraneous. But, if he is in a jovial mood— 
look out! That day there will be many question marks 
in vour notes. 

Though your particular dictator problem keeps you 
in a dither much of the time, there could be something 
in your situation that might be turned to your advan- 
tage. Possibly you have never stopped to realize that 


a good listener has a chance to absorb a great deal of 
information. When your dictator interjects into his 
dictation remarks about customers and about the han- 
dling of different circumstances, he is really giving you 
a wonderful opportunity to learn the business. If you 
are interested, you could become the best-informed 
stenographer in the organization! 
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How to handle the 


problem dictator 
































\ decision from Raymond Cros- 


International Pictures (my 
boss). starts the studio wheels 
turning. Here, Mr. Crossett 
makes a final check before we 
begin the task of selecting 
writers who will convert the 


vriginal into a sereenplay. 



















I'm sometimes called on to take notes even 
during lunch time. Here, producer Jack Gross 
tells me—for the record—what he thinks of 





story editor at Universal- 


Story Behind 
the Story 


in Hollywood 


BY LORNA HENRY as told to JAMES JOSEPH 





\' ANY GIVEN MOMENT, there may be sitting in 


my office a screenwriter who earns $2500 a week, 


You never know who'll drop into our office 
next. Here, it's Piper Laurie with Gerald a director who makes somewhat more, a hopeful agent 
Drayson Adams, one of our top screen writers. 


with a brief case of manuscripts, a handsome young 
star in to meet the writer of his next picture. 

These are the people who drop in to see the story 
editor of a major studio, and as a story editor’s execu- 
tive secretary—a job I’ve held for five vears here at 
Universal-International Pictures in Hollywood—I've 
come to know a great many of these people and their 
idiosvncracies. 

The use of diplomatic strategy isn’t confined to the 
State Department. You need equally as much to handle 
the state of affairs in my office. The reason, of course, is 
that we traffic in that highly perishable commodity, hu- 


Each story we consider 
must be carefully checked 
to make sure that it has 
never appeared elsewhere, 
which means that | must 
do some researching I 

















story we have up for consideration. 












the studio library. 
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man emotions. I’ve got to explain as tactfully as possi- 
ble, for instance, why a writer has just been pulled off an 
important screenplay. This involves easing him off the 
picture with enough finesse to prevent his being spirit- 
ually crushed, which could put him out of the movie 
writing business and mean the loss of a valuable 
talent. Or perhaps two agents who are professional 
enemies stalk in and take seats next to one another— 
both waiting to see my boss. Should I introduce them 
(although they've known each other in a kind of fero- 
cious Wav for years ), or should I just let them sit there, 
ignoring one another and spreading an emotional ice- 
cap over our whole place? 

While all this is going on inside the office, which is 
located in one of the twelve bungalows on the studio 
lot, our twenty to twenty-five screen writers, each with 
| separate assignment, are reporting in to tell us how 
many pages they ve completed. Or perhaps a writer 
phones for some bit of clarification about his plot. 
| find myself in this one-ring circus both spectator and 
ring-master—playing a rather large part in keeping 
the show rolling and all the performers performing. 


That’s the way Raymond Crossett, my boss, wants it. 


AT TIMES it’s rather hectic. A few years ago, for in- 
stance, our office was in a temporary building whose 
paper-thin walls allowed Mr. Crossett’s confidential 
interviews to seep through to the outer office—where 
competing agents and writers waited. Often I'd have 
to strike up a loud conversation to keep Mr. Crossett’s 
words from some agent’s eager ears. 

And what should I do when a genial but business- 
wise agent drapes himself over my desk and carries on 
a lively conversation while, at the same time, sweeping 
the desk with calculating eyes to see just what com- 
petitors story the studio is considering. Should | 
deftly close all the manuscript covers in his face, or 
do I just let him look? 

I've also got to be a kind of walking file. Stacked 
away in my memory must be the name of every lead- 
ing author in Hollywood, what he’s written, what his 
talents are best adapted for, and even the name of his 
five-year old son. With these bits of information I can 
warm an agent's ego into pleasantness for his pending 
interview with Mr. Crossett. My mental file must be 
ready when an idea or book is bought, for it’s then 
that my boss calls in all the writers who might fit the 
assignment. An incorrectly assigned writer, one who 
doesn’t live up to the job, can cost a studio anywhere 
irom $750 a week, up. Mistakes in our office, as you 
see, carry quite a price tag! 

Every year some 3,000 manuscripts are submitted 
across my desk—all from agents, since we accept no 
unsolicited material. Many of these I read, and often 
'm called in when Mr. Crossett finds a particularly 
good script. (The studio is likely to buy from 20 
'o 30 manuscripts a year.) After days of conferences 
the story is accepted, and the story editor sets its price. 
Then come O.K.’s and alterations from top executives 


and producers, and we begin sifting through our rec- 


ords for writers to hire to convert the manusc ript into 
a screenplay. 

Universal-International at present employs only two 
staff writers; all the rest are outsiders—and that means 
work for me. When a new writer comes on the lot. I’ve 
got to find him a private office, assign him a secretary 
from our large stenographic pool, see that he has a 
car and a gate pass and that gate guards are expecting 


him. Sometimes I even have to take him to lunch! 


PEOPLE are always dubbing a studio’s literary de- 
partment a “stable of writers.” I don’t particularly like 
that kind of categorizing; but highly paid writers, like 
thoroughbreds, are temperamental. 

Keeping this team working and producing calls for 
a gentle hand and a subtle word—and for the kind of 
smile and cheeriness that must envelope me promptly 
at 9 a.m. and not vanish until 6 in the evening. You 
have to know a little of psychology, a bit of law, and 
a lot of human nature. 

\s a professional woman, I’m often asked just what 
are the requirements for my job. Maybe “experience” 
is the best answer. I’ve been with the studio for sixteen 
vears now, first in the publicity department and then 
on the screenplay end of the business. Before that- 
after graduation from college, where I majored in 
business law and secretarial work—lI had held various 
a floral 


designer, secretary in insurance and lumber companies, 


jobs. T was, consecutively, a dental assistant 


legal secretary to a mining engineer, and (for four 
years) the confidential secretary and assistant to the 
president of a steel products manufacturing firm, It 
was this latter position that taught me more than all 
the rest how to see people as they really are, which is 


one of the “secrets” of success in the job i now have. 


MY BOSS was president of a steel company in Bing- 
hamton, New York. He ran his company with brilliant 
astuteness. He knew intimately every inch of his plant; 
he knew its every process and problem. He followed 
each new installation—each factory change—from a 
miniature plant layout that was always on his desk. 
It was an exact scale model and every piece of ma- 
chinery was accurately contained in it. My boss, who 
had built his plant by sheer weight of his brains and 
skill of his hands, had never laid eyes upon it, for he 
was blind. 

For four years, he and I played a game—an office- 
day drama that never acknowledged his affliction. We 
both knew, of course, that it was just that, a game, 
but we both played by the rules. 

I might be standing in the office and he'd come in. 
Perhaps he’d be walking too fast or be so absorbed 
in thought he didn’t sense I was in the room. If I saw 
that he was about to bump into me, I'd quickly move 
in his direction, so that I could stumble into /im. 

“Terribly sorry,” I'd stammer. “I didn’t see you 
there.” And he'd reply, with mock severity, “Now see 
here, young lady, let’s watch where we're going.” 


(Continued on page 51) 
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Typing too high Typing too low Typing just right 


Is your typewriter high enough? 


If so, you're an exception 


E THINK all good Topay’s Secretary readers 

deserve a “lift” a dav—whether it’s the lift vou 
get from wearing a bright, new flower or spanking 
white gloves; the lift a midmorning coffee break can 
give; or the lift youll get from having your typewriter 
at the right height. 

“Now really,” you start to remonstrate, “my type- 
writer has been right there for the past umpteen 
vears. Change it now?” Yes, do change it now, if 
you are typical of most typists who unknowingly are 
working from a machine placed too low. It seems that 
in the past, manufacturers of typewriter stands have 
been more concerned with the durability of the mate- 
rials than with the correct scientific height of type- 
writers. But the problem is easy to remedy. The rule to 
follow is simply this: Raise your typewriter high 
enough so that when your fingers are on the keys, 
your upper and forearm form a 30-degree angle. 
What's this sputtering about higher calculus and math 
experts? No need to be one! If your hands and arms 
are in alignment with the slope of the keyboard—not 
forming right angles with your body—your typewriter 
height is perfect and you are way ahead of us. A com- 
petent survey was made on this question, and it was 
only after reading the report that we got busy and 
gave ourselves a “lift” of three inches! 

Typewriter height varies according to your own 
height. It is as important a factor in comfort and 
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Typing High 


BY ANN MERENESS 


speed as the proper chair and its backrest position. 
Let’s check the last two—just for the record. Where are 
those feet? We hope not twined around your chair as 
though they've taken root. or tucked safely out of 
sight as an extra cushion. Your chair should be ad 
justable so that your feet just touch the floor com- 
fortably. And that backrest was not intended as a 
prop for a sagging spinal column: It’s an aid to good 
posture, and it fits right there in the small of your 
back. Feel better? We told you so! 

| had no difficulty in adjusting my chair. My type- 
writer level was somewhat more of a problem. The 
survey suggested a typewriter box easily made by a 
handy carpenter. Since there seemed to be a scarcity 
of such around, I improvised, in my hour of need, 
and slipped an extra letter tray beneath the typewriter 
for the additional three inches. It works fine. This raise 
results in my having greater keyboard leverage, with 
consequently fewer errors. At least, that’s the theory 
—why not prove it yourself? 

You might need only a two-inch lift; or it might 
take four. Determine what vour needs are, but dont 
hesitate to try the idea out. And, don’t be discouraged 
if it takes a day or so to accustom your muscles to 
the extra height. After that, we forecast smooth sail- 
ing—and smoother typing. 

Promise yourself that lift today. It will carry you 
right through the new year. 
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Christmas 
s Pai 


, 
2 White Collar 


Windows of the Prudential Insurance 
building in Los Angeles each year shout 
a Christmas message. Theme in 1952 
was TOY! AND. In 195] top-floer Wit- 
dows read. “Twas the night before 
Xmas.” and the painted panes below 
told the story down to the bottom row’s 
“and to all a good night.” 


| THEIR WINDOWS SAY 


“Merry Christmas” 


BY HELEN WATERMAN 


Each year the various departments com- 
pete in illustrating the chosen theme. 
Competition is keen and, although no 
prizes are given. top-place winners are 
written up in the company magazine. 
At left are the winning “toyland” win- 


dows. 


Poster paints mixed with enough Bon 
Ami so that they wont run. brush on 
like water colors. After Christmas. the 
windows clean easily with soap and 
water. Work is done during the ten 
minute morning and afternoon colflee 
breaks or at lunch hour—not on com- 


pany tire 


Where employees have artistic talent 
designs may be drawn freehand. A sim- 
pler method is copying a Christmas 
card. It is best to choose a card without 
too many colors or details tor vour first 
eflort lo copy a card, mark off five 
inch squares on the glass (see sketeh) 
with ordinary chalk. It will look black 
against the light. but won't show when 
painted. Rule the card into matching 
squares (Yo. °,. or 7/16 inches accord- 
ing to the size of window). With chalk, 
copy the main outline of each square on 
window: then color. Erase any chalk 


lines not painted over. 
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Christmas 


HAPPY 40 
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LY-DAYS 


SOMETHING MAGICAL happens during that last hectic, wonderful 
week before Christmas. It even happens at the office. Everyone, taking 


time out to plan and decorate. cheerfully stays a bit late or gives up a 


few minutes of lunch hour. And, as the first wreathes go up, you can 


notice the increase in smiles. 


Here are some suggestions. gathered from various offices, that you 
might like to try for those Jingle-Bell Days. 


i you have a party— 


>And plan to draw names, why not 
presents that must really 
show thoughtfulness because they're 
limited in cost to less than a dollar? 


exchange 


> How about a day-before Christmas 
luncheon at a nearby restaurant for 
everyone in the office family? Youll 
exclaim, “We should do this 
often!” 


’Do a living room large 
enough to hold a big Christmas tree? 
Invite the office gang to a tree-trim- 
ming party. The more crowded, the 
better—and they'll love it. 
brings one ornament in a gav contest 
for the most original. Punch and 
cookies are the only refreshments 
youll need. 


more 


vou have 


Evervone 


> Have a five o'clock Small Fry Party 
at the office some day just before 
Christmas. It’s fun to see which office 
children look like their parents. Have 
pink lollypops and cookies on hand to 
take care of those first shy moments. 


> Perhaps your staff would like to have 
the most Christmas-sy of all parties. 
Decide on a favorite charity or chil- 
dren's hospital, and have a_ party 
making Christmas socks and stuffing 
them with little toys brought from 
home, and the pencils and small pads 
of paper that “the office” may agree 
to furnish. 


See SD 
ea = 


Ag 
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If you have a tree— 


> Make a tradition of trimming it to- 
gether—early some morning when ey- 


eryone can take part. 
> Be sure it’s fireproof. 


>You can make an end table double 
as a fireplace, and it will provide an 
attractive base for a table tree. Cover 
the table with brick paper and form 
an “opening” by pasting a piece of 
dark blue or black carbon paper (car- 
bon side down, of 
proper place. Cut 
some red paper. 


course) in the 
“flames” out of 





> Tired of tinsel and balls? Try zig- 
zagging ribbons from branch to 
branch. Try whipped soapsuds, and 
trim with plastic straws tied together 
in exotic shapes. Or cover the tree 
with beribboned animal crackers. 


>No room for a tree? Tack up 4 
evergreen branch dusted with silver 
snow. Cut a green desk blotter into 
tree shape and fasten it to the wall. 
Add scallops of loose-leaf reinforce- 
ments, tiny bows, Santa stickers. 








“ Let this Christmas at the office 





d BY MARION NOYES be an especially memorable one; here 
are some suggestions to increase the fun 
ful li you like to decorate— If you like to exchange small Ss, 
ifts. how —_ . 
ng >Tie jingle bells to the light pulls. gifts, how about a 
da It will be fun to be the first to arrive > An attractive mug to hold pencils? ts 
in the rning. er 
‘an ee ee >A paperweight? (No one ever seems y 
>\Make your own Christmas mobile out to have one.) 
of string and cardboard. ang i ; 
ame ot tring and cardboard. But hang it > Small picture frame suitable for a 
high enough so that a seven-foot visi- > 
. desk: 
tor wont be snagged—and you wont 
be embarrassed. > Bookmark or book nameplates? 
>Heap a glass bowl] with Christmas- > Pocket secretary—a small leather 
tree balls, and put it on the table in notebook with name stamped on it? 
' the reception room. (Usually done free at the store.) 
0- 
ev- >Trim your wreath (a simple imita- > Desk-size cosmetic kit or cologne 
tion one from the dime store) with — stick? 
nuts, candies, tiny snowmen, and even Set sented tt far dak? 
a few typewriter erasers and red pen- 
ible cils—not daring to forget a red bow! > Automatic pencil in four colors? 
- >Let your imagination run riot, and 
ver i ' pee ; 
rim an opened red or green umbrella 
a with cotton “snowballs.” Hang it, bell- 
_ like, from the ceiling. 
car- 
the 
of J 
li you like to show your cards— te) Ay 
They can be the prettiest of your (Cy $4 
decorations! ) > iA 
Se 
>Trim your tree with Christmas cards. 
’Scotch-tape the cards to the wall, in 
triangular shape, to make a tree. 
>Hang them over strings and make 
garlands of them. 
»Make a gay wreath by using paper 
clips to fasten the cards to a big circle 
of wire. 
>Most effective i > Ci 
; effective of all, pin the cards If you like to 
0 the draperies. When you've fin- ‘Be wel sed 
ished , ° spread Christmas spirit 
ished, the effect will be unusual—a lor geur compang— 
beautiful kaleidoscope of all the red, ; 
z1g- green, and gold Christmas pictures. > Answer the phone by saying, “Merry 
0 Christmas! Mr. White's office.” 
and 
ther > Ask your boss whether he would like 
tree the closing of his letters to be changed 
from, “With best wishes,” to “Merry 
Christmas.” 
» an 
ilver > If you want to leave a small package 
into on the desk of everyone in vour office, 
wall. you might make up gaily wrapped 
yrce- packets containing four or five pieces 
of homemade fudge or cookies. 
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OFFICE MANAGER 

















“MAKE IT HEAVIER, 
| MAY BE LATE TOMORROW.” 
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Illustrated by ERNIE BARTH 


It’s time to 
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F YOU HOPE someday to have 

the boss call you mm and shake 
vour hand as he announces that vou 
have been chosen to be the new 
supervisor, vou must prove to him 
now that vou have the requirements 
w such a promotion 

One of the surest wavs for a 
secretary to prove her capability 
s to show her emplover that she 
knows the importance of teamwork. 
feamwork is one of the most vital 
words in business todav—often it 
is the difference between success 
aud failure. And, before a_ secre- 
lary-turned-supervisor can build 
good teamwork among the members 
t her staff, she must understand the 
importance of teamwork between 
herself and her emplover. 
Co-operation is the keynote ot 
all successful teams, whether you're 
thinking in terms of the sports 
world or the business office. In 
the office, the star of the team is 
your employer; and, from reading 
the sports pages, we know. that 
the star will not shine without the 
co-operation and loyalty of the 
rest of the team. The secret. of 
success for either the office on 
the sports team is that the players 
work harmoniously together. This 
May mean the coding of their plavs 
80 that all the members of the team 
will respond instantly to special sig- 
nals. Those apparently unspoken 
understandings between people 
who work together closely don't 
just happen, they usually result 
trom prearranged signals. Signals 
such as these: 





THE 


One emplover, who has many VIs- 
itors. devised a card signal ton 
speeding visitors along. When lh 
rings for his secretary to usher out 
one visitor. he hands her a colored 


card. The sec retary knows this col- 


ored card means “interrupt me 


when the next visitor has been with 
me tor five minutes. After five min- 
utes, the secretary might bring in a 
telegram or call him to say an emer- 
gency has arisen on another floor. 
The emplover makes his apologies, 
brings out the visitor and savs, 
“Miss Jones, | believe you will be 
able to help Mr. Brown with the in- 
formation he wants.” 

Another executive has his secre- 
tary listen in on certain telephone 
conversations so that notes can be 
made. This facilitates a written con- 
firmation after the telephone call is 
completed. 

lh places where the boss shares 
an office with his secretary, he often 
has her keep one ear open during 
special group discussions so that 
she can be ready at a moment's no- 
tice to get this bill or that contract, 
etc. 

A boss we know keeps a scratch 
pad near his telephone. When he 
needs assistance Ola special tele- 
phone call, he buzzes his secretary 
and writes such “coded” instruc- 
tions as: “Last letter,” “Get this,” or 
“Smith's address.” His secretary 
knows just what he wants and goes 
immediately to secure the most re- 


*Laird ind l iird Pr wt il Bu- less Psychology, 
MeGraw-Hill Book Company, 1951 
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BY MADELINE S&S. 


Teamwork, meeting deadlines, delegating work— 
these skills you can develop as a 


secretary so that someday you'll be... 


WHO WAS 


ervisor 


STRONY 


cent correspondence, to take notes 
of the conversation on the othe 
telephone extension. or to get a card 
trom her address file. 

To some emplovers, teamwork 
like this is most he ptul because the 
speed with which it gets certain 
chores done often determines the 
success of their various business 
ventures 

Pe rhaps you are thinking “yes, I 
realize how important teamwork is 
but my boss doesn't. So what am 
I supposed to do?” A practical as- 
sumption is that vour boss wants to 
be a success. You can also assume 
that he hopes you will serve him 
efficiently so that his work—those 
matters that you are both emploved 
to take care of—can be dispatched 
promptly and accurately. It is rea- 
sonable to conclude, therefore, that 
the average boss is willing to con- 
sider any ideas you mays have for 
improving your teamwork. Try it 
and see. 

Many secretaries and supervisors 
err right at this point. They dont 
know how to present ideas. They 
are afraid to speak up; and, when 
they do, it is often in an excitable 
emotional, or hesitant manner. 
Ideas, like anything else you want 
to sell, must be “packaged” attrac- 
tively and presented properly—at 
just the right time. 
poorly timed interruption is a 
crime against efficiency. ’° 


“A needless or 


If your 
boss does not realize how important 
teamwork is, think your suggestions 
through thoroughly and wait for 

(Coniinued on page 48) 
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SECRETARY TO 







“corner office.” 


Emily before leaving for his 





Large donations by check are often dropped in 


the chimneys, but nickels and dimes count too! 


! To children it means snowballs, but to 
a long. cold day. 
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SANTAS 


BY M. H. HOCKING 
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(Continued on page 54) 
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SECRETARIAL news... 














i. To liven up a dreary Clean-Up Week, The Mutual Life In 
surance Company of New York gave prizes for the most 
unique items unearthed. Ann Sigismondi and Gertrude Car 
stens look over the entries, which include a series of 1917 


dry-cleaning tickets, a jar of cider mold, and a can of snuff. 


2. Betty Erickson, of South Dakota, smiles happily after 
hearing she has won the 175-word shorthand award, Though 
now employed as secretary to an oil executive, Betty worked 
as a Dictaphone operator after graduation. Realizing het 
true love was shorthand, she enrolled at a secretarial school 
and gained a new job along with her new shorthand speed 
Be Elizabeth \lassey ind Jean Floodberg, chairman and co 
chairman of the philanthropic committee for the San Diego 
County Medical Secretaries Association present Lt. Betts 
Farmer of the Door of Hope with a ventilator for the 


operating room. The Medical Secretaries have also given the 
home a deep-lreeze, a mimeograph, ind other ipplies 
1 4. A good time was had when the Cleveland firm. Jack 


& Heintz, feted its secretaries with a dinner and fashion show 
Highlight of the evening: a vote on “how hich the hemline 
Christian Dior took a beating. Girls voted him dow 175-0 





+ | orraine Cote, ol Prese ntation ol Mary \ vce my, Hudson 
New Hampshire. Artyping Con 


test with entry shown. Her prize was an Underwood Portable 


won this years Inter! itional 
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Announcing the Grand Opening of the 


Gr CRAND, OPENING * 


~ 


Contest of 


Qe” OS 





International OGA 





BY FLORENCE ELAINE ULRICH. Director, Gregg Awards 


ERE IS THE EVENT vou i 4 8 8 4 i i 4 8 & 4 b 4 4 b 4 
have been waiting tor—the 
\nnual International Shorthand 





Writing Contest! Thousands of Contest ¢ opy 
Greggites all over the world have . inks 

; ; : Also, copy for December OGA Membership Test 
been practicing their shorthand ton 


months so that they may submit 
F . ¢ ; (See instructions on opposite page.) 

a specimen of notes that will merit 
° ! 
recognition and win a prize. 


If vou have not participated in 


the OG \ Contest betore. read over va Fatal vu 
; = 
the Contest COpy now and see if r on z nailed 


vou dont agree that it would be 


a a ae i A A _ a aa 
very. Cas\ and lots of fun to try —o gv e o 
for a prize, Secretaries, stenog- , = aft Pil 
raphers, shorthand reporters, teach- ry A m4 . C a 
ers. and students alike express ch- all 
thusiasm tor the practice. w”* , oc ” 7 

If, after reading this vear’s Con- 


test copy, vou feel a flicker of inter- ee as ~ a. Fae & 7 


a 
est, ambition, and desire to excel, : 
get some good paper, clean and Pd [2 ee A — oo io 
fill a favorite fountain pen (or 
sharpen some pencils ), find a com- > —. fat fi- -_* cnn sy SF 


fortable corner, and begin to prac- 


tice. Use the Gregg Shorthand Cor- . L. gi Ls 
: ' , : : a aw — 


rective Slide to help determine 


when your notes are right. You will oy r 


really enjoy yourself. 

We can recall one year when we Co. wat — i oom EE€ ae 
received a note saving, “A heavy 
snow storm has blocked all travel 


Bt ff 
to and from this area. I am = so — Ao ai — — 

afraid that [ might miss your clos- 

ing deadline that | have made ar- Cy Y be wal b> wi oe 


rangements for my Contest entry a 
to be taken by dog sled to the CC z al of —-~ 7 on aie 











nearest railroad station fifty miles 
away. | hope it reaches New York CF I he” wd LL ao he 
on time.” 

Another young lady wrote us, 
“The stenographers in our office (Turn to page 48 for the Junior OGA Test.) 
are all entering the OGA Contest. 
We practice on our lunch hour and 
really hate to (Continued on page 48) = 


as (120) 
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Rules and Prizes for the -: | Ae OG A contest 


PRIZES ARE AWARDED on shorthand 

style only. Notes must be written flu- 
ntly and accurately. Do not draw the 
itlines. Write them at a normal speed. 
Pav close attention to form of curves, size 
ol circles, length of strokes, and sla 
nad make firm, smooth notes 

Prizes are given for both team and in 
idual effort. Ten or more entries from 


e school constitute a school “team It 

ere ire not ten entrics, the papers are 
still eligible for individual prizes 

The Grand School Prize, a beautiful 
ilver loving ¢ es to the team making 
the highest score ll three school di 


visious of the OGA Contest; and a S100 


U. S. Savings Bond will be awarded to 
thie Vinning t tllh. 

oe - 

School Division Prizes 


School teams will be entered in their 
respectly¢ school divisions: High School 


und College Division, Private School Di- 


vision, or Parochial School Division. 


Phe prizes to be awarded in each 


division are as follows: 


First Place. First-Prize Trophy Cup 
to the winning team, and a $25 U. S. 
Savings Bond to the tea her or group 


or te ichers ( tering the team 


Second Place Second Prize OGA Ban- 
ner to the winning team, and a “Sweep- 
ster’ Pocket Watch to the teacher or 


LC he rs. 


Third Place Chird-Prize OGA Banner 
to the winning team, and a Fountain Pen 
Desk Set to the teacher or teachers. 


If more than one teacher is repre- 


sented in a team, the cash prize will be 
divided equally. School cups are to be 
held by the school for one year only. 
Any school winning a cup three times, 
however, retains it 


permanently. 


Next Five Places. Prize-School Bannet 
to the winning teams, and an Esterbrook 


. ] 
Fountain Pen to the teacher or teachers. 


Next Fifty Places (all divisions): Prize- 
School Banner to the winning teams, and 
i Blue and Gold Enamel OGA Pin to 
the teacher or teachers. 

Honorable Mention Certificates will be 
awarded to teams with a score of 50 or 
better, as follows Gold Seal, score of 
70 o1 better; Red Seal, score of 60 or 
better: Blue Seal, score of 50 or better; 
and a gold OGA Pin will be awarded to 
the te iche r or teac he rs. 


Every. team entered in the Contest 
will be considered ror the Grand Prize, 
but the team that wins it is automatically 
taken out of competition for the First- 
Prize lrophy in its respective school 
division. 


Individual Prizes 
The Individual Grand-Prize silver lov- 


ing cup will be awarded to the writer of 
the best specimen received in the Contest. 


Winning this event automatically bars 
the winner from competition for first 
place in his respective division 

All shorthand writers, except winners 


ot rst place in any previous OGA Con- 


test, are eligible t compete tor the 
Individual Prize ind every Contest 
specimen will aut itically be put into 

mpetition for the Individual Grand 
Prize 

Individual specimens will be classified 

ording to the status of the writer, as 
tollows | i eachei Ssftuden ) 
ofcenographer, secreiai I Shorthand 
Re porter ier tical prizes W be warded 
Ih ich otf the Individual Divi 

First Pla Small Silver | | Cuy 


(a permanent award 


Sec nd Pla Ss. Sterling silver OGA 


medal Ol lavaliere. 
Third Place. Esterbrook Fountain Pen. 


Next len Places. ( Ops ol Hutchin- 
son's Standard Handbook for Secretaries, 


with winners name imprinted on cover. 


All Specimens rating Honorable Men- 


tion will receive the Gold OGA Pin. 
Rating of Specimens 


Notes are rated on fluency of writing; 
correct formation of curves, blends, and 
other characters; proportion in the length 


of strokes and size of ircles; and on 
facility of joinings. 


School teams are rated as follows 


l. Percentage ot papers submitte d trom 
shorthand students in class or classes 
eligible to compete. 

2. Percentage of specimens qualifying 
tor OGA Membership 

3. Percentage ot specimens awarded 


Honorable Mention 


$, One point additional cred 


lit will be 
given for each Honorable Mention, and 
one-half point of additional credit will 
be given for each Junior student who 
qualifies for OGA Membership. 

The Contest Committee is comp sed 
of Robert E. Slaughter, Anne G. Kovac 
Gertrude Peters, Frances Sheridan, and 
Florence Elaine Ulrich, Contest Chairman. 


General Instructions 


Before preparing individual and team 
papers, read these details. They are im 
portant to correct entry. 

1. The Contest copy on opposite page 


must be used by all contestants. 


2. Any g od penmanship papcr, pret- 
erably ruled, may be used 

3. Pen ( pre ferably oI pencil, may be 
used, except in the Teachers Division. 
Either pen-written notes or a photo ot 
blackboard notes must be submitted in 
the Teachers Contest Division. 

4. Write at the top of the paper your 
name and personal address. If you are 
a student, give the name and address of 
your school also. State whether you 
already hold an OGA award. If you are 


a teacher. be sure so to state and to give 
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the full name ot the S( hool vou te ach in 


It vou are i reporter o1 thice employe 


give the name of the firm by whom you 
are employed ind mark vour Contest 
Copy “Stenographers Division 


5. Only ome paper mas he entered 
by inv on ontestant, but the Contest 
Copy may previously be practiced to de 
velop ntestant’s best style 

6. Mail Contest entry to OGA Contest 
Committes LODAYS SECRETARY, 30 
West 42 Street, New York 36, N. Y. Post- 
age must be pai i rst-class rate 

7. An OGA Contest Blan} properly 
filled st i inpany Ss hool Con 
fest Club jeachers can obtain this 
blank b sendin their 1 quest to the 
OGA Contest Committee together with 
i Calhipr | sell iddressed envelope. 


Teachers who are subscribing to this 
azine will automatically receive an 
OGA Contest Entry Blank in January 
This Contest Blank is to be used in 
connection with School Clubs only. 


8. There is no fee charged for Con- 
test entry. 


9. If the entry is to be considered for 
the OGA Membership Certificate or Pin, 
as well is tor th Contest, the paper 
should be addressed to the Membe rship 
Examiner, Topays Secretary, 330 West 
$2 Street, New York 36. The usual fees 
IO! \bembership i} | 
quired lOc with tests submitted for 
certilicates, except tor the Superior Merit 
or the Attainment Certincate 


O«¢ each. Pin awards are Oe each. 


plication will be re- 


I 


whic h are 


10. The Contest closes March 1, 1954, 
ind papers that reach us on or betor 
that date will be considered Contest 
ants outside the United States have until 
March 15 
in the June issue of Topays SECRETARY 
No report on the Contest will be made 

; 


] 
excep Hading iT prize 


Results will be innounced 


iwards and 


certificate reports on Membership ap 


plications other than that in the June 
issue of this wigaZi 

Ll. Ten or mon tudents are required 
to constitute i team to be entered in 
iny of the School Divisions. Only one 


team may be entered by any one school, 
Ithough the students of on or more 
teachers may combine their work into 
one club representing the school. Schools 
having tewer than ten students eligibl 
av enter them for individual student 
uvards. All team entries are automatically 
entered in the Student Division 


12. In order for us to rate school teams 
properly, teachers must state specifically 
which entri are from Junior students 
ind which trom Seniors. A J inior shall be 
a student in the first year of a two-year 
Or longe! course or one who shall have 
had not more than five months’ instruc 
tion in a private school or in an intensive 
one-year course In high Sé h 01 OI college. 

“Review” students or postgraduates 
must be entered as Seniors, regardless 
of the length of time they hav been in 


their present s« hool. 
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Just Teasers 


BY E. LILLIAN HUTCHINSON 





IS 


Add 
is tl 





IT 





ER” *-OR” OR 


“AR”? 


-er, -or, or -ar to these words, whichever 
1 correct ending: 
l. counsel........ 
2. gramim....... 
L. Detray........ 
4. collect 
D. prop | ee 
G. advertis........ 
7. sup Mi scunaan 
S| mhcnaes 
Q. 
10. execut........ 





















i. 


) 


Y. 
10. 


SUPPLY THE PRONOUNS 


Indicate the pronoun that should appear in the 
blank space to agree in number with the word or 
group of words to which it refers. 


Every tardy emplovee was asked for............ reason 
Neither girl realized the seriousness of..............00 
decisio 

Hlas each person cone saecces nearer 

rhe council issued. cecccccccocccs decision. 

All promised that................ would arrive promptly 


the next morning 


Neither Mary nor Jane CBMMED. ccisvsccscccceccd dress 
The Program Committee will hold... first 
meeting next Wednesday evening 

No one mav leave until... , -paper Is in. 


Charge customers must show............ charge plates. 


Several girls eat.............0006. luncheons in the office. 


THE CORRECT MODIFIER 


Fro 


the 


m the modifiers enclosed in parentheses, select 
correct form for each sentence. 


lL. Of the two file cabinets, I prefer the (tallest, 
taller 


2. Our late start has hurt our chances (some, some- 
what 
3. I do not like (that, thos kind of plays. 
1. Tom is (sure, surely) qualified tor that job. 
>. Lam (real, really ) ple ised to know li passed, 
j 


6. Do vou hone stly think she sings good, well)? 


7. The admonition, “Drive (caretul, caretully ),” is 
repeated many times a day on the radio. 

8S. In this office forms are filled out different, difler- 
ently) from the way I have done them. 


9. He did ( good, well in his first assignment. 


10. The patient teels (bad, badly) today. 















| 























THOSE CAPITALS 


In the following sentences, spot any violations 
of the rules governing the correct use of capital 
letters. Indicate correct forms. 


Im going shopping with my sister. 

We tear mayor Horton will be unable to be here. 
“The Spider And The Fly” is a thriller! 

We plan to go down south for the winter. 

I have just bought mother a gift. 


They waited several hours before the Prime Min- 
ister's house. 


I hope to be able to earn my way through College. 
I am looking forward to studying Chemistry. 
Hudson bay, in Canada, is 850 miles long. 


I rode on the famous boardwalk at Atlantic City. 





D¢ 


Sor 
pre 
the 


» THEY MAKE YOU WINCE? 
ne of these sentences contain crudities of ex- 
ssion that are described as “illiterate.” Spot 


m and indicate correct substitutions. 


1. I'm bringing this file folder down to Mr. West. 
2. lie inherited considerable from an aunt. 

3. I preter this sort of gloves. 

t. IT cant hardly wait for tomorrow. 

5. I will not leave him have his way this time. 
6. She hadn't ought to have done it. 

7. I am muchly obliged tor the tavor. 

8. There lay the purse, just where I dropped it. 
9. You should of known it would not work. 


10. I've risen at 6:30 every morning for years. 


Key to teasers on page 50 :. 
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A dress with a festive feeling that will still 
keep you looking businesslike on the job 
is this pretty wool dress by Jonathan 
Logan. Made of sheer wool crepe sparked 
with white beads and braid on the col- 
lar and cuffs, it may be the dress you'll 
want for the office Christmas party. The 
silhouette will be to your liking, too. 
Pockets puff out to minimize your waist- 
line, and the back is softly shirred. In 
Navy, lilac, blue, and red. Sizes 7 to 
15. About $18 at Best & Co., New York; 
The May Co., Cleveland; Powers’, Minne- 
apolis; Scruggs Vandervoort Barney, St. 


Louis; and The Broadway, Los Angeles. 


il) 


j 
‘ 





/ 


/ j 


(J Af , J 
he. ~. IA 

















Clean-cut lines and a fabric every busy girl 

loves make this R&K wool-jersey dress a welcome 
addition to your Christmas wardrobe. It 

buttons with chunks of glitter. and the skirt 

is lined with taffeta to emphasize its soft flare. 

In pink, powder blue, brandy, coral. aqua; 

sizes 10 to 18. 9 to 17. About $23 at Lord & 

Taylor, New York: Dewees, Philadelphia; 

J. L. Hudson, Detroit; Denver Dry Goods 
Company, Denver; and Best's Apparel, Seattle. 


\ dress to star at the Christmas office dance 

is this lovely Henry Rosenfeld style in a 

soft. satiny Celanese acetate fabric. Discrete 

but festive, it has a wide- (but not too low) 
collared neckline. In black, slate blue. 

red, or toast; sizes 8 to 18. About $25 at 
Russeks, New York; R. H. White, Boston; Field 
Schlick, St. Paul, Carson Pirie Scott, 

Chicago; and J. W. Robinson, Los Angeles. 


wy) 
Lo 








Se is 


"sa. 
\ GON 


(LUMI | 
FOR 


CHRISTMAS 


BELLES 


Need a new dress for the office Christmas party 
or for any of the other gala events that will 
crowd your Christmas-season calendar? Or 
mavbe vou're searching for something comfort- 
able to wear while you attack the pleasant 

chores of writing out your Christmas cards and 
wrapping your gifts? Here is a variety of 


outfits to make this your prettiest Christmas. 
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\{ many-mooded outfit—this slim Nelly Don dress of 
acetate and rayon crepe has a detachable 

red taffeta neckband and cummerband and a short 
faille jacket for after-five scene changes. 

A self belt is also included. In black and navy 

only: sizes 10 to 18. Priced unde $23 at 

Frost Brothers. San Antonio: Cain-Sloan. Nashville; 


and the Dayton Company, Minneapolis. 


Dance the Vid Year out looking as gay as Christmas 
tinsel in this pretty Judy ‘n Jill empire-waisted dress. 
Made of paper-crisp Celanese acetate taffeta, the 

skirt is gored and snugly fitted to a high line 

under the bust. where it is marked with a tailored bow. 
In red. turquoise. navy. black. slate blue: sizes 7 to 15. 
About $23 at Lord & Taylor. New York; S. Litman, 


Baltimore; Duddery, Grand Rapids; Goodman’s, Toronto. 





Comfortable for your at-home chores is this 
wonderful cotton-flannel duster in its smart window- 
pane check by Evelyn Pearson. Smart details 
include the tabbed collar. push-up sleeves. and 
three-way belt feature. In small or medium junior 
sizes; small, medium, or large misses sizes. 

White, gold, or red; $9. At Oppenheim Collins, 
New York; Woodward & Lothrop, Washington; 
Marshall Field. Chicago; J. L. Hudson, Detroit. 
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S INEVITABLE as Christmas ties for the men. are 
A the gaily wrapped bottles of perfume that are 
tucked under Christmas trees for career girls all over 
the country. And welcome they always are. Perfume 
never ceases to be an exciting gift. Perhaps this vear 
vou ll receive a gay. lighthearted scent that will send 
your spirits soaring, or possibly a magical exotic frag- 
rance—one that brings out the touch of Cleopatra in 
you. Fragrance is a wonderful morale booster, and 
we should endeavor to get our full share of enjoy- 
ment out of every little bottle. 

Perfume is something to be used every day. By let- 
ting it sit on our dressing tabies and reserving it for 
Saturday nights and special occasions. we are actually 
wasting it. Saving perfume is a bit like trying to pre- 
serve an ice-cream cone on a summer day. We lose in 
the end. Gradually evaporation will steal the precious 
liquid and, in time, may even alter the fragrance if 
the delicate balance of its ingredients is disturbed. 

Plan to wear your perfume regularly—from nine to 
five as well as after hours. Fragrance has come to be 
recognized as perfectly appropriate for office wear if 
the scent is suitable. You know how refreshing it is to 
work with someone who is wearing a light, delicate 
fragrance. The important thing is to choose the right 
scent. From your collection of perfumes select. for 
office wear, the one that’s light and elusive—either a 
delicate floral or a lilting, spicy odor. Save your more 
pungent and sultry fragrances for the times when their 
Cleopatra inspirations can do some good. 

A quick dab of perfume behind the ears each morn- 
ing isn't likely to keep you sweet smelling until much 
after you've opened the morning mail. To achieve the 
delicate aura of fragrance that will stay with you, try 
sprinkling a few drops of perfume or toilet water in 


} | | 
| a 
a 
AE 64 
< 
_ @ ponnsasaanatssascaae, 
Pre ea “ suas tt 
nil lah ae ne 6 ed ’ 
a 
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MAKE THE MOST 


> | v v 
OF YOUR 


Christmas 


vour morning tub. Then when vou dress, reinforce this 
by applving a bit on your pulse spots—the wrists, 
throat. crook of the elbow, temples—where the warmth 
of the skin will make the perfume rise. If you use toilet 
water or cologne, which are less concentrated and 
therefore less lasting than perfume, you can apply them 
more lavishly. 


How LONG A FRAGRANCE CLINGS depends on the chemis- 
try of your particular skin. Some girls, especially those 
with dry skin, have difficulty making any perfume last. 
If you have this trouble, you may find it helpful to 
applv a bit of perfume to tiny cotton pellets and pin 
these to your slip straps or shoulder pads. ( Perfume 
products should never be applied directly to your 
clothing; some types will stain.) Another answer may 
be to use one of the sachet lotions, which are intended 
to have greater clinging power and which will soften 
the skin as they perfume. 

But the test of a perfume should not be how long 
the fragrance lasts, but how it makes you feel. If it’s 
the right scent for you, one that gives your spirits a 
lift and makes you feel like the woman you most want 
to be, don’t switch. You can do as many working girls 
do and carry a bit with you in a perfume purse vial or 
keep a perfume stick of the same scent in your desk. 
Then, if the fragrance fades, you can replenish it 
easily. 

Have you ever tried these other uses for perfume? 
They are fun, and they'll help you get the most benefit 
from your Christmas perfume. 

@ Sprinkle a few drops in the final rinse water when 
you wash your hair. 

@ To carry the scent with you, spray underclothes, 
the lining of your handbag, or your hatband. 
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Perfume ,, 


® Toilet water makes a wonderful quick wave-set 
when you arrive home straggly before a big date. 
Toilet water dries quickly and leaves a lovely clinging 
fragrance. If your hair is very dry, you should not 
use this method too often because the alcohol in the 
toilet water has a dry ing effect. This can be overcome, 
however. by using a bit of pomade or brilliantine. 

® Between shampoos, cotton saturated with cologne 
or toilet water can be used to remove grease and sur- 
face oil from the hair. 

@ Before a date, spray a bit of toilet water on your 
hair—it counteracts the “sour” smell hair gets a few 
days after a shampoo. Men love to dance with a girl 
who has “hair that smells good.” 

® After washing lingerie, put a few drops in the 
rinse water. 

® Whenever your hands become damp and sticky 
from typing, smooth toilet water on the palms and 
between your fingers. 

® Spray the shelf paper and padded hangers in 
your closet with one of your favorite fragrances when- 
ever you clean your closet. Between cleanups you can 
replenish the fragrance even though your closet is full, 
if you spray downwards so the moisture won't touch 
(and possibly stain ) your clothes. 

® Dabs of cotton or strips of blotting paper moist- 
ened with perfume make excellent sachets for your 
drawer, 

® When you come home from a busy day, dead on 
your feet—rub cologne on the soles and between your 
toes for a refreshing pickup. 

® When you have used all the perfume, tuck the 
empty, uncorked bottle in your lingerie drawer or in 
a linen closet. It will still contain enough scent to per- 


fume its surroundings delicately. 
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Illustrated 


by HELEN WRIGHT 














HELEN WHITCOMB 





y Me 


vnubigant 





Let your toilet water do a quick refreshing job when your 
hands become damp and sticky from typing. Smooth the toilet 
water on the palms of your hands and between your fingers. 











Wit 
Safety Pins, 2?” 
Matching Earrings 
Set of 2 Pins 


505 Fifth Avenue . 





Red. Greer 


or 3” length 
hoop or button style 
or Earrings and | Pin 


$2.50 each 
$2.50 pair 
$4.50 





$2.50 each, $4.50 the pair 


LEEWAY 


New York 17, N. Y. 








UY GOES 





L It wont be lon 
dav Wi 





on Vou! 














NEWEST GIFT FOR CAREER GIRLS 


Brighten 


ey 
wi 


bags 


name on each. Perfect for 


ca 
tur 


6 months’ supply. To please thefriends on your 
list send $2 for each name (postpaid). Re- 


20 Personal Bags of 

100 Uses Only $2 
Christmas and 
ery day of the New Year 
th these 20 smartlystyled 
with gaily colored 
reer girls’ lunches, knit- 
ig, shopping, picnics . 


member to include your own! 


MORENA 


FREE Plastic Liner with Each Order 





1 UNION STREET, DEPT. TS! 
SCHENECTADY 5, NEW YORK 














CAPE COD CIGARETTE 


URN & ASH TRAY 


clear Glass Urn 
mounted on graceful Ash 
Tray, finished in gleam- 
ing, highly polished 
Brass. May also be used 


Heavy 





as an tIvy Planter or 31,” Tall 
Candle Holder. Ideal 4'/." Diameter 
Gift, Christmas Present, 

or Bridge Prize. Send $ 25 


check or money order to 


PASCO 


ppd. 


PO Box 115, Dept. T12 
TENAFLY, N. J. 














For All Your 
CAT-OWNING FRIENDS 
The Perfect Gift is— 


Cats Magazine 
. 


Stories, Poems, Pictures, Articles, 
News—All About All Kinds of Cats— 
s 





Send only $3.00 for each one-year 
subscription (Samples, 25c) 


Cats e 11-K House Bldg. @ Pittsburgh 22, Pa. 
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ND A MERRY CHRISTMAS to you! 
x now till the big 
most ot 
Christmas shopping well under way; 
still blank 
shopping list, here ar 


that 


hop vou have your 
but, 
In case you have a few spots 
some 
suggestions may give you ideas 

One-Pocket File. This practical eyeglass 
list be- 
tunctions. It 
stores and protects his glasses 


pen ind pene il 


Cus will pl is¢ iy Mian On Vou! 


Cause it serves sO many 
1 
holds His 


saves his pock t trom the 





wearing effects of pencil clips, and looks 
very handsome besides. Made of genuine 


pigskin leather, it will clamp securely 
onto a shirt or jacket. Price is $2.50, in- 
cluding postage. Order trom Therese 
French Shop, Dept. TS, Ambassador 


Hotel, Park Avenue, New York. 


Cheeselovers Delight. A magnificent 
gift box of Danish cheeses will make the 


gourmets on your list delirious with de- 


light. A wondertul gift for just about 
anyone. Contents include these wonderful 
cheeses—Samsoe, a nutty, aromatic chees« 
that’s a European favorit looks like 
Swiss, but is riper and creamiet hing 
Christian, which has a bold taste height- 
ened with caraway seeds and has an 
elusive sweetness in the after-taste; Bleu, 
Denmark's masterpiece, with exquisite 
texture and taste: plus a fourth cheese, 





which is a secret delight, to surprise the 
recipient. Package complete, $4.95 post- 
paid. Old World Cheese House, 70-99 
Evans Turn, Hillside, New Jersey. 
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Nugget Treasures. Chunky 
genuine semiprecious gems are caged in 
gold wire to show them off at their love- 
liest. Any girl will be 


nuggets of 


young ol old 





thrilled with this elegant gold-filled jew- 
elry. The safety pin has a cluster of real 
cultured pearls as an added attraction 
The beautitul link bracelet 


one jewel nugget: others can be 


with 


added 


comes 


if you wish. Your choice of amethyst, 
aquamarine, green or pink tourmaline, 
topaz, or garnet. Price for either safety 


bracelet is $6.95, including tax 
and postage. Additional bracelet nuggets 
are $4.75. Order from Aimée Lee, Room 
906, 545 Fifth New York. 


pin or 


Avenue, 


Soft 
Indian scout in 
We ight 


tec | 


comfortable 


You ll lithe as an 
these light- 
Patakwa moccasins straight from 
Made of soft, 
cowhide with flexible 
padd¢ d soles, lifted inside heel-cushions, 


Steppers. 


the reservation 
washable 


country. 


Sue ded 


and insoles. Ideal for ski fans. Fun to 
wear with your slacks, indoors or out, 
and with the cuffs turned up or down. 





Handcrafted in wonderful colors of tur- 
quoise, emerald green, russet, brown, red, 
golden Indian white. 
For men and women—in sizes 4 to 5, 
$4.95: 9 through 12, $5.95. Also in chil- 
dren’s sizes at $2.95 and $3.95. Order 
from Ruth Brawer, Box 4035, Dept. D, 
Tucson, Arizona. 


corn, natural, o1 


Gift of Good Taste. You can order, 
right from California, beautiful packages 
of festive fancy fruit. The fruit is sun- 
dried to perfection and attractively pack- 
aged in either a useful redwood nut bowl 
or a sturdy plastic lazy susan. Each con- 
tains a three-pound assortment of Cali- 





I e 








der, 
ges 
un- 
ick- 
owl 
:on- 
‘ali- 


SHOPPING 








myrna figs stuffed with walnuts, peaches, 


apricots, dates, cherries, pineapple, and 


grapetruit or tangerine = strips all care- 


fully packed to arrive safely. Price is 
$5.95, postpaid. Order from Davelli’s, 
Dept. 48, Box 1572, Fresno 16, California. 


Write early; their packing ends Dec. 10. 


Lucky Penny Duo. Bring good fortune 
with these 
Leather 
are high stwle this Sscason, and ours 18 


' 
to someone ( may be vourself! ) 


lucky-penny collars 


ACCESSOTICS 





extra special with its two real pennies. 
Belt to match has three lucky pennies and 
is one and a half Collar 
comes In Sizes small Or medium and 1S 
$3.50 postpaid Belt is in sizes 24 to 30, 
$5. Order from Amy Abbott, Inc., 344 
West 52 Street, New York 19. Colors: 
red black, blue, and vreen., 


inches wide. 


Good-Grooming Doll. If you are play- 
special little girl, 
there's a brand-new cosmetic doll that 
will make her the envy of the me ighbor- 
hood. This pretty Ideal doll comes with 
her own beauty table equipped with Har- 
riet Hubbard Aver cosmetics ce signed es- 


ing Santa to a very 


4 





pecially for her “magic flesh.” There is 
a miniature packet of cleansing tissues 
and Cleanse-Avet liquid cleanser, to re- 
move the eve shadow, rouge, lipstick, and 
eyebrow pencil. There’s also a_ stick of 
perfume. Even the doll’s hair is washable, 
and a set of curlers is included. A charm- 
ing booklet teachs the youngster all the 
hows and whys of good grooming and 
good make -up. Sold at most toy stores, 
Priced from $11.98. 


Dutch Treat. A gift to ple ase anv host- 
ess who 


loves to entertain in stvle is 
Dutch tole tray 
fitted into the 


this Pennsylvania with 


a ceramic. tile grooved 





center. The tile, with its pretty peacock 
design, makes an excellent spot for cheese 
and other snacks, both hot and cold. Tray 
comes in black only. Two sizes: 21-inch 





PIN POINTS 





Wear the h everything from daytime tweeds 

to dress-up taffetas smart styling superb 

workmanshiy make then 0k far more than 

their pin money price! Grand for gift 

A. Safety Pin—Gold finished tudded witt 

fan et pseudo pearls. Wear one or our cuff 

or pocket: parade three on your lape 

B. Circle Pin-—Golden wreath with eg hine 

stone leaves ttle pear! flower fror 
Tiff ‘ gina 1” across. safet P« 

fect for lits and sweater 

C. Swirl Pin—Graceful gold-plated swirled circle 

wi i single Tiffany set cultured pearl. About 

1 liameter, safety catch. Elegant accent f 
iny outfit! DB. Matching Earrings— Each 

one cultured pearl. Screw backs 


$2.50 each Set of 2, $4.50 
I ‘ lude postage & I t 
BEAUTIFULLY BOXED & WRAPPED! 


Write for catalog. 


Aimee Skee 


545 FIFTH AVENUE NEW YORK 17, N. Y 














diameter is $5, 11-inch size is $3.25 
Postpaid. Order from Serv-U, Box 390, 
Dept. T, Flushing, New York. 


Straight from Santa. This gay 
ture Santa's cap has a fragrant surpris¢ 


minla- 





underneath. Lift the cap—and _there’s 
a al 

Helena Rubinstein’s solid cologne stick 

in a swivel case. Gav and saucy, with its 


Christmas-ball pom pom, it’s ideal for 
that small office gift. $1.50, plus tax 

Batter Wash Sessions. All good littl 
boys (and tomboys deserve one of these 


Tom Fields wash« loth-and soup sets dis 





guised as a baseball and catcher’s mitt. 
Washing will be more fun with them, 
and this clever gift will put only a tiny 
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PERSONALIZED THERMO-CRAFT 
CARDS. Wonderful for gift. thank vou 
brief messages and_ invitation 
Beautifully paneled. Name printed in 


notes. 

















raised letters. Choice of six type styles. 
100 cards, envelopes $1.79 postpaid. 
FREE SAMPLES. Write at once to: 
JERRY GALLAGHER, 466 West Broad 
Street, Hazleton, Penna. 








FOR THE MAN ON YOUR MIND 
STERLING SILVER CUFF-LINKS—$4.95 


the ' nating wit ear b for 


please 


ourself at 8 95 they make im intr ng Twosome 
Special Price for both sets—%7.50 
] i ‘ Cov i i 
5. DEPT. TS-7 
RUTH BRAWER “VudsScn: Akizona 








bite in vour Christmas Club check. Pric 
s just $l Theres a generous so-ounce 
ball of solid castile soup to last a good 
any innings; mitt is sturdy terry cloth. 
At Best & Co., New York; Marshall Field, 
Chi ago; I 
leading department. stores 


Magnin stores, and other 


Christmas-Card Holder. This perky 
Christmas-Card Tree not only lets vou 
lisplay your Christmas cards to advan- 
tage it holds 200 of them), but it also 
nakes an addition to the 
( hristimas dex Orations In ¢ ithe ryvour home 


attractive 


or office. Constructed of sturdy metal, it 
comes ready to stand up complete with 
i Star on top Iree is 28 inches high and 


12 inches wide, For $2.95, postpaid, you 


} 


in have it as a Christmas gift from you 





to vourself or tor one of your friends. 
Write to Max Schling Seedsmen, Inc., 
Dept. 725, 538 Madison Avenue, New 
York 22. After Christmas, it can be fold- 
ed compactly and stored easily until next 
year, 


Lovely Luxury. For a gorgeous touch 
of luxury that will transform a room into 
movie-set elegance, there’s nothing like 
a sheepskin rug. Snuggle your feet in it 
beside your bed or in front of your fire- 
place or TV set. Extremely durable and 





resilient, the sheepskin rugs are animal- 
shaped and come in snow white. A 24- 
by 36-inch rug with fur four to six inches 
' 


long costs $13.50. A 30- by 50-inch size 
six- to ten-inch fur) is $18.75. Prices 


include tax and postage. Order from 
Ellis Associates, Dept. 55, 1487 Nostrand 
Avenue, Brooklyn 26, New York City, 
New York. 


Stocking Stuffer. If you're looking for 
something small and cute, investigate 
Peggy Sages lipstick and nail polish in 
its Christmas trappings. There are cute 
little carolers to top either lipstick or nail 
polish, at $1; and a clown or a sleigh 
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package with both lipstick and mat 
nail polish tor $2 

Scentimental Pair. An old-fashioned 
spice box, « idboard replica of a Penn- 
svlvania Dutch original, combines the two 


cologm ind dust 


after-bath requisites 
ing powder) that every woman likes to 


find under her Christmas tree. The tra 





=> 
“Sopoum re 
SPICE BOX 


grance of both is Prince Matchabelli’s 
Potpourri, the traditional roses-and-spice 
scent. The price 1s $2.50. 


Foot Mitts. Warm as toast and ador- 
able as can be are these gay, flame-red 
slipperettes. Perfect for traveling, cute 
for home use, and wonderfully warm as 
bed socks. Washable and adjustable—one 


size fits everyone. Available in all red, 





or red with white trim. Two button 
“eves” give a terocious look to the gay 
pom pom. Priced at just $2.25 for adult 
size, $1.95 for child’s size. Order trom 
Rosette Sharpe, 24 South Tallahassee 
Avenue, Atlantic City, New Jersey. 


Lucky Christmas. What better way to 
wish someone a Merry Christmas than 
with this good-luck sterling-silver wish- 


bone pin. It’s 24 inches high, with a spe- 





cial nontarnish finish to keep its luster. 
Price is $4.98, postpaid from Cherry 
Lane Jewelers, Dept. TS-1, 442 Main 
Street, Fort Lee, New Jersey. 
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For Angels Only. Designed to give vou 
the skin of an angel (even if they can’t 
guarantee the temperament), is Pond’s 


new Angel Skin lotion. Wondertul tor 
soothing winter-roughened hands and tor 
neutralizing the drving action of soap 
and detergents. It does a remarkable job 
and is priced at only 25 and 49 cents 


4 Date to Remember. Maybe it’s 
birthday, mavbe an anniversary Or mav- 


a 


be just a special day between you two 
Let this gold-plate d calendar-charm keep 
the record The date is marked with ‘ 
fake birthstone, and the charm is attached 





to its own pearl bracelet. Name _ the 
month and date vou want it marked, 
when you order from the Leeway Com- 
pany, Room 1807, 505 Fifth Avenue, 
New York. Price is $3, including tax and 
postage, for this extra-thoughtful gift. 


All about Cars. For the man who likes 
to tinker with cars, there's the new Auto- 
motive Encyclopedia that is said to ex- 
plain all the hows and whyfores of all 
makes of cars and to show short cuts in 
making repairs. Compiled by engineers, 
it contains 768 pages with more than 
2.500 illustrations, diagrams, and charts 
Distributed by Goodheart-Willcox Co., 
1321 S. Michigan Avenue, Chicago 5. It 
is priced at $7.95, postpaid. Though we 
haven't seen it, we're intrigued to learn 
that such an encyclopedia is available. 


Sophisticated Lunch Toter. Is there a 
career girl on your list who carries her 





lunch to work? She'll be delighted to 
banish the tell-tale paper bag when she 
has this smart vinyl-plastic lunch kit 
that contains a pint-sized vacuum bottle 
and prettily hides her sandwiches. Comes 
in red, yellow, green, or beige: washes 
clean with a damp cloth. $3.25 complete; 
$1.98 without bottle. Postpaid. Order 
from Rapid Products Company, Dept 
TS, 327 22 Street, Oakland, California. 














a ° 
Gr Patterned for 
nt Wy if 
l’s J i a) W x ‘ x 
: ~~< TODAY’S SECRETARY 
or 
ip 
ob 
Simplicity patterns are available at most variety and department stores. 
y- 
o 
ep 
] 
the 
ed, 
i- 
jue, 
ine 
kes 
ito- 
€a* 
all 
in 
eTs, 
han 
irts 
0., 
. It 
we 
mn 
ea 
her 
YOUR HOLIDAY WARDROBE in one pattern. A day of 
dictation. an evening at the theater, the office party, or the 
Christmas dance—vou re equipped for any occasion once you 
' j make this clever capsule wardrobe. During office hours you 
/ f can look neat and businesslike with the tailored jacket cover- 
| | ing the scalloped scoop neckline of the one-piece dress. In 
{ the evening. remove the jacket and—for very festive affairs 
1 to : | don the lovely bouffant net overskirt. with its bow-trimmed 
pa pocket. You ll be the best-dressed (and most economically 
kit dressed!) girl who ever hummed “White Christmas ~ The 
ottle dress has short sleeves cut in one with the bodice; the skirt is 
ymes softly pleated at front waist and has a pleat in center bacs tor 
shes dancing comfort. Simplicity Pattern #4499 contains all the 
lete; pieces vou need and comes in sizes 12 to 20: 35 cents. 
rer 
ept 
rnia. 
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One thing that adds notably to pleas- 
ant living is good neighbors. We like to 
be contented with the place we live in, 
and living with friendly people does 
much to satisfy that desire. Most of us 
want to get along well in our neighbor- 
hood; we have the wish to know people, 
to be in on anything interesting and en- 
joyable—in other words, we like to feel 
that we belong. 

A good neighbor takes a friendly in- 
terest in what we are doing, not because 
of curiosity, but just because he is genu- 
inely interested in what people are do- 


ing. If asked, he may offer some helpful 113 Where people live in rather close quar- 
advice about a project we are undertak- 121 ters, they often find out more about each 
ing. He may even want to assist and will 129 other than they ought to know. A good 
work for hours if he feels that he is able 138 neighbor does not mention before the 
or that we appreciate his contribution. 146 children personal affairs discovered by 
In time of trouble, he makes his appear- 154 accident, nor discuss them with other 
ance to take away some of the worry 161 neighbors. To do so would start gossip, 
from our mind and give us hope and 168 and the greatest injury from gossip 
comfort. Yet, he does all these things 176 comes from not knowing all the facts. 
without the slightest desire to receive 184 There are few problems in living to- 
payment for it, unless it be our gratitude 193 gether that understanding and sharing 
and good will. Although it may not af- 200 will not solve. A few flowers or vege- 
fect him personally, there is no question 209 tables from the garden or some plants 
of his co-operation with the rest of the 217 given to another not only bring about 
neighbors in anything that is done for 225 good will but may be the basis for last- 
the common good, be it little or great. 233 ing friendship. Thoughtfulness, such as 
He is considerate and thoughtful. For 241 sending hot food to the family moving 
instance, if he plays his radio late at 249 in, taking care of asmall child for a busy 
night, he mutes it so as not to keep ev- 257 mother, or calling ona family having ill- 
eryone else awake. He does nottakethe 265 ness will be remembered a long time. 
only parking place in front of our house 273 People who live in the country some- 
or block our driveway with his automo- 280 times gather together (bringing their 
bile. 282 machines) and plant, cultivate, or har- 

Just as we rate a neighborhood pleas- 289 vest crops for a neighbor who cannot do 
ant or otherwise by the actions of others, 298 it himself. They are capable of doing as 
at least half the responsibility rests with 306 much in one day as one man by himself 
us. It results from being good neighbors 315 could accomplish after several weeks. 

(IJ necessary, repeat from the beginning to complete a ten-minute test.) 
pagel weal Rag Sood ne get Srey mag gg 0 Pag ately yoy Teng seer tana som ger Ag 


copied complstely and add 1 for each additional 5 strokes typed. To g 
hira e dividing by nur i minutes 


; ] O tor «¢ iT error betor 1 ding 





go 
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Words 


ourselves. We must realize that others 
like quiet, peace, and privacy. We can 
teach our children not to leave their toys 
where others will fall over them and not 
to destroy yards, flowers, and trees. We 
can teach them also to understand, get 
along with others and respect their 
rights, whether they are old or young or 
whether they belong to our group or not. 
On the other hand, allowances must be 
made for the thoughtlessness, reckless- 
ness, and impulsiveness of children in 
their play even if we lose something we 
value, through an unfortunate accident. 
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THIRD IN 


OST alphabets take a 


bit of space; so, 


artistic good 
this month we are 
showing you alphabet—just the 
kind for using on postal-card 
ments, for example. 

We call it the “Simple Single-Stroke AlI- 
phabet” because it does not require filling 
in a@ background or striking over to make 
solid blocks of lettering. 

Mostly, 


signs, underscores, 


a smaller 


announce- 


it is made of slant 
and parentheses—with 
a sprinkling of apostrophes (to help out 
in the is and 7s and k’s). In a few letters. 
a bracket is used (some typewriters have 


you notice, 


TODAY’S SECRETARY e December, 


A SERIES BY 


Alphabet 


HOWARD ROTHACKER 


, instead of the fraction 
keys or instead of the key with the ¢ and 
@ marks on it); if you do not have the 
bracket key, use two parentheses, one overt 
the other, for 
cal line. 


brackets. you know 


a more or less straight verti- 


You will have one juggling operation on 
the ratchet release—to get the underscore 
in the middle of the small letters a and @. 
Better practice that! You may find that, 
on your machine, you can use the hyphen 
instead of the in those letters. 


Aren't the numerals especially good- 


underscore 


neat, clean, precise? As should be! 


1953 
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FAMOUS PAINTER AND PERSONALITY 


BY ELSIE LEFFINGWELL 
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How fast can you read shorthand? You can probably speed through this page, which is based on the first eight chapters of the Manual. This 
material is ccunted in groups of twenty “standard” words each. so that you can estimate your reading speed. 
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MATERIAL 


FOR 


OAT TESTS 





SENIOR 


(See instructions, column 2 


OAT 


TEST 


» 


Principal Western Union Offices 





and Agencies Abroad 





AFRICA—Algeria, Algiers: French Morocco, Casablanca: Tunisia, Tunis 


ASIA—Burma, Rangoon: Ceylon, Colombo: India and Pakistan, Bom- 
bay, Calcutta, Karachi, Lahore, Multan City: Malay States, Singa- 


pore 


CARIBBEAN—Barbados, Bridgeton: Bermuda, Hamilton, St. George: 
Cuba, Havana, Cienfuegos, Santiago de Cuba: Jamaica, Kingston: 


Puerto Rico, San Juan, Ponce 


: Virgin Islands, Charlotte Amalie (St. 


Thomas), Christiansted (St. Croix) 


EUROPE—Belgium, Antwerp. Brussels: British Isles, (England and 
Wales) Birmingham, Bradford, Bristol, Cardiff, Liverpool, London, 
Manchester, Newcastle-On-Tyne, Penzance, Southampton, (Ireland) 
Belfast, Dublin, Valentia, (Scotland) Edinburgh, Glasgow, Prestwick: 
Denmark, Copenhagen: Finland, Helsingfors: France, Paris, Bor- 


deaux, Cherbourg. Havre. Lille. 


Lyons, Marseilles. Nancy. Nice: 


Germany, Frankfurt: Jtaly (in all principal cities); Netherlands, 
Amsterdam, Rotterdam: Norway, Oslo: Spain, Madrid: Sweden, 
Stockholm: Switzerland, Zurich: Azores, Horta 


SOUTH AMERICA—Argentina, Buenos Aires, Bahia Blanca, Coroba, 
La Plata, Rio Gallegoes, Rosario Santa Fe, San Nicolas, Tucuman; 
Bolivia, La Paz: Brazil, Belem, Curitiba, Florianopolis, Fortaleza. 
Joao Pessoa, Joinville, Maceio, Natal, Porto Alegre, Recife, Rio de 
Janeiro, Rio Grande, Salvador. Santos, Sao Luiz, Sao Paulo. Vitoria: 
Chile, Antofagasta, Arica, Concepcion, Coquimbo, Coronel, Iquique, 
La Serena, Los Andes, Punta Arenas, Santiago, Talcahuano, Valdivia, 
Valparaiso: Paraguay, Asuncion; Peru, Arequipa, Callao, Lima, Mol- 


lendo; Uruguay, Montevideo 


SUNETOR 


OAT 


TEST 


LOOK! LISTEN! LEARN! 


Let’s suppose that your dream pic- 
ture of success has begun to take 
form in your mind, though it may 
yet be a little hazy. What should you 
do if you want to succeed? 

The answer to that question is 
short, but of great importance. You 
must educate yourself, in the line of 
work you have chosen, to such an ex- 
tent that you know more about it 
than two-thirds of those already en- 
gaged in it. If your knowledge sur- 
passes that margin, you have just 
that much more chance of climbing 
higher up opportunity’s hill. 

Sounds difficult. But it’s easy! 
When you stop to think that the aver- 
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age person drifts along from day to 
day without accomplishing half as 
much as he could, you'll realize that 
the task can be performed without 
undue hardship. 

Those who are sincere in wanting 
to be a success can usually find a 
way to attend college or to educate 
themselves by means of correspond- 
ence-school courses, personal con- 
tacts, and the school of hard knocks. 

Trying to bluff one’s way to suc- 
cess without knowledge is as hope- 
less as trying to run a flashlight with- 
out a battery. Seek more and more 
knowledge every day as long as 
you live. 
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(See 28 and 48 for OGA Tests.) 


Typewriting Test 
Instructions 


The Junior Test is a one-page plain 
copy test. for which typists are eligible 
as soon as they are able to copy the ma. 
terial without errors. Unless specificalls 
instructed here. the candidate may use 
either single or double space in typing 
these tests. whichever will give the better 
arrangement to the copy being typed. 
Headings are to be centered. 

Since the purpose of the O A T is to 
focus attention early on professional typ- 
ing standards. all work should be done 
with a good ribbon and should show an 
even touch and clear, clean typing, well 
arranged as to margin. centering. and 
aligninent. 

hrasures or typographical errors will 
disqualify a test. but all tests may be 
practiced as often as necessary to secure 
the desired result up to the day of re- 
ceiving the next months material. 


Senior Test 


Typists must have qualified at 40 words 
a minute to be eligible for the Senior 
Test. although the test itself does not have 
to be typed at that rate because it involves 
problems of arrangement or production. 

in copying the Senior Test, the prin- 
cipal Western Union offices and agencies 
abroad, rearrange the list of cities al- 
phabetically by countries. omitting the 
continental divisions that appear in all 
caps in the test material. Change British 
Isles to United Kingdom & Ireland, drop- 
ping the country name in parentheses. 
Type the list in columns. instead of in 
paragraph form. using all caps for the 
country names and underscoring them. 
Perhaps you may prefer to turn = your 
paper lengthwise in vour typewriter to 
display the column arrangement more 
effectively. Use all caps spread for the 
title of the article. 

See that your name and school address 
appear in the upper left-hand corner of 
your paper. and make a note (in minutes) 
of the time required to type the test. 

Indicate whether certificate and/or pin 
is to be sent you if your specimen quali- 
fies for an award. And be sure that the 
proper fee ‘certifieates, 10 cents: pins, 
90 cents! accompanies your test. 

Address papers to the Gregg Awards 
Department. loth Floor, 330 W. 42 Street, 
New York 36. N.Y. 





All clubs of test papers should be ac- 
companied by a typewritten list of mames 
to expedite checking and assure accuracy 
in making out certificates. December copy 
is good as membership tests for OAT, cT, 


and OGA until January 20. 1954. 
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41st OGA CONTEST 


(Concluded from page 28) 


THE GIRL WHO WAS APPOINTED SUPERVISOR 


(Continued from page 23) 





stop. We almost forget to take time 
out to eat our sandwiches.” 

“Our school burned down right 
in the midst of our OGA Contest 
practice.” a teacher wrote. “Did 
that daunt these kids? No, we used 
a box car, set up tables and 
benches for practice. and here are 
the results.” 

Another letter. from a young 
Titi located on the Isle ot Man, 
read: “LT can't tell you how many 
hours | spent practicing for the 
Contest, hours that would other- 
wise have been very lonely for me 
out here in the lighthouse. It was 
great fun, and I shall always cher- 
ish the prize vou sent to me.” 

There is joy in accomplishment, 
as you will see when you practice 
for this Contest. The shorthand 
writers who win the beautiful lov- 
ing cups will have an unforgettable 
experience. And you may be one of 
them! Your Contest entry should 
reach us by midnight of March 1, 
1954. Better begin vour practice 
right now. 


Junior OGA Test 
@ a 
& vp SY. Go o 
| OO ae ~~ s @ ° 
~~ 6, 4 & os 
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the right moment to discuss them 
with him. Suppose, for example, he 
leaves the office without telling you 
where he is going or how he can be 
reached. Obviously, this interferes 
with your teamwork. At the first op- 
portune moment, point out to him 
that it is imperative that you be 
informed as to his whereabouts at 
all times so that his interests may 
be protected and so that the two of 
you may function more effectively 
as a business team. 


MOVE ON to that 
supervisory position, dont torget to 
take along your ability to meet 


AND WHEN YOU 


deadlines and delegate work as well 
as your instinct for teamwork. As 
a secretary, you are aware that 
there are times when you feel that 
if the boss gives you just one more 
thing that “must be done right 
away youll throw 
something. But you always manage 


scream or 


to “come through.” As a supervisor, 
you will have to continue to “come 
through” all crises and, at the same 
time, strive to prevent all such 
crises and avoid taxing those under 
you. This calls for organization of 
your work. 

Organization results trom = an 
awareness of the things that make 
up your job situation and the use 
of judgment in putting each into 
its proper sequence in the pattern 
of events. While you are still seated 
behind your secretarial desk, you 
are in a perfect position for prac- 
ticing this. 

What do vou do about organiz- 
ing your working day? You have 
probably observed _ that 
your job is composed of cycles of 


already 


activities: Some tasks you perform 
every day—like answering the tele- 
phone, handling mail; some you 
perform occasionally, monthly, or 
semi-annually—like arranging for a 
sales meeting; and some you per- 
form about once a year—like ad- 
dressing the boss’s Christmas cards. 
Every job is composed of cycles of 
activities—daily, occasional, and in- 
frequent. In addition to these, you 
also have creative work to do— 
thinking out and planning the day's 
routine. 

Yet, plan as you may, neither a 
secretary's nor a supervisor's day 
can follow a specific schedule. Too 


1953 


many interruptions and unexpected 
situations come up. You can and 
should, however, anticipate the oc- 
casional and infrequent tasks and 
make room for them. You must also 
make 


constant about 


judgments 
what should be done next. 

First things come first! “But. 
vou say, “everything seems urgent. 
True. Still, there are varving de- 
grees of urgency. An urgent mat- 
ter is something that loses value if 
not completed right away. If you 
employer has not specified which 
things are urgent and which can 
wait, you must make the decision 
and see that all tasks are completed 
satisfactorily and on time. This may 
mean postponing some routine ac- 
tivities until a time when you are 
less rushed. 


FOUR PERSONAL QUALITIES especially 
important in planning your day are 
initiative, dependability, awareness, 
and judgment. Initiative is the abil- 
itv to get things done without being 
told—to be a self-starter. This ele- 
ment is rare, especially among less- 
experienced workers. It is constant- 
ly sought and highly prized. De- 
pendability, of course, includes ac- 
curacy, thoroughness, and the abil- 
itv to follow through and follow up. 
Awareness results trom interest and 
from being intormed about the 
business. Judgment usually devel- 
ops from experience—provided you 
have kept your eves and ears open 
and have learned something from 
your previous work experience. You 
may not always make the right de- 
cision; but, if vou have good judg- 
ment, vou do decide. 

When you plan your day, there- 
fore, anticipate the tasks to be 
done, get ready to do them 
your equipment, supplies, data), de- 
termine the sequence in which they 
should be performed, decide which 
tasks you should do yourself and 
which should be delegated to oth- 
ers. and set a time schedule that 
makes allowance for interruptions 


( secure 


and emergencies. 

And, nicest thing about all this- 
while you are practicing teamwork 
and planning your working day, 
you are not only improving you 
worth in your present job, but you 
are hastening the day when yo 
will be made a supervisor! 
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OFFICE SHOPPING CENTER 





ERSATILE BALL-POINT REFILL. 

Ball-point pens, like wells, have a 
tendency to go dry and, in that case, one 
is about as useful as the other. But, since 
wells aren't up our alley and pens are, 
we'd like to talk about Fisher's new refill 
for dry ball-point pens, called “One-For- 
All.” This refill fits not only Fisher pens, 
but over 100 different brands of retract- 
able ball-points. It is preslotted to break 
off at your old cartridge length. This 
should save you some trouble. For 49 
cents, the cost of a Fisher refill, you can 
write a continuous line for over a mile. 
Available in technicolor permanent blue, 
green, and red—these refills are put out 
by the Fisher Pen Company, 757 Wave- 
land Avenue, Chicago 13. 


How to Fool a Bee. It takes a smart 
Hower to turn the trick, but we think 
that Constance Spry’s would, for she has 
about the smartest flowers in these parts 

hand-crafted wax, in a galaxy of colors— 
perfect, yet perfectly natural. Your selec- 
tion can be made from arrangements of 
begonias, roses, lilies-of-the-valley, and 
many, many more. They are different. 
Grandma and her wax flowers aren't even 


kissin’ kin. 





The pictured Sweetheart Roses are 
either white, yellow, pink or garnet red, 
in a charming wicker basket ($12). Oth- 
er prices-range from $3.75, for red gera- 
niums, to $24, for the White Goddess 
bouquet (roses, bouvardia, begonia, and 
pepperomia foliage). We can’t do justice 
to them here, so why not write for a 
catalogue from Constance Spry, 322 Park 
Avenue, New York. You're sure to find 
something just right for your reception 
TOO]. 


Organize! Sometimes we have difficul- 
ty in finding papers and things that were 
there just a minute ago. Our boss, who 





wonders where we hide these, is going to 
be pleasantly surprised when we show 
him the Clear-Vue Organizer. This rack, 
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the Mayer Manufacturing Corporation 
promises, will promote desk efficiency. It 
has a place for all papers, catalogues, and 
folders with space to label each com- 
partment. Following are the vital statis- 
tics sans price, which may be obtained 
direct from the makers at 3130-3140 
West 51 Street, Chicago 32. The Clear- 
Vue Organizer is metal—brown, green, 
or gray—size, 10 inches long, 8 inches 
wide, and 9% inches high. 


In the Spirit. There are few enough 
gifts appropriate for giving an_ office 
friend. But here’s one that should ring 
a Christmas bell with any stenographer, 
tor it’s practical and pretty. The J. Moore 
Sales Company makes this notebook rack 





of smooth-as-a-ribbon aluminum with a 
bright red and black design of a smiling 
girl. Rubber feet are non-scratch, non- 
slide; the price won't leave a dent either 
—$1.25, postpaid. Order from the Zs Moore 
Sales, Dept. TS, 1526 Austin Avenue, 
Waco, Texas. 


Giving Again. Another lovely gift to 
delight a friend (or yourself ) comes from 
the Waterman Pen Company. Christmas 
morn we'd be glad to see this new pen- 
and-pencil set tucked away under our 
tree. In the Lady Corinth design, the set 
is packaged specially for you in a glitter- 
ing Lucite bag that leads a double lite 
as evening purse or jewel box. The box 
dazzles with a fine metallic-and-satin-fab- 
ric outside—either white-and-gold stripes, 
Christmas red and gold, or smart black 
with sequin scatters. A full mirror and 
satin-lined pockets complete the picture 
inside. The price is $15.95, manufactured 
by the Waterman Pen Company, Sey- 
mour, Conn. We feel sure you'll find 
them at your drug or stationery store. 


The Scata-Grime Story. Without soap, 
without water, your hands can be clean 
as a breeze. Scata-Grime, a pink, sweet- 
scented cream, dissolves dirt—when wiped 
away, leaves only a thin film of protec- 
tive lanolin. Banished bugaboos include 
carbon smears, inks, grease, glue, and 
paint. Magnet Sales, 262 Mott Street, 
New York 12; pound jar, 75 cents. 


Carbon Paper Capers. Some kind soul 
gave us some carbon paper and, not 
thinking, we bundled it in with our old 
stock. When we got around to using it, 
we were impressed and wanted to tell 


you the brand. Well, we dug through our 
publicity releases to find the right one— 
it was Webster—and, happily, it gave us 
more intormation to pass on to you. 
We figure that you already know about 
Webster's Micrometric carbon paper, but 
how about this new Durametric that is 
an improved version? Both types have the 
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right-hand margin-printed scale edge. 
Every line on the scale equals a typing 
line, which keeps you vertically correct 
and indicates where you are in relation 
to the page. Then we should mention 
that Webster does something to the back 
of the sheet to keep it from curling. 
Whatever it is, it works. Add to these 
assets, really good carbon paper, and 
you have Webster's latest—Durametric. 

They ll be glad to send you a sample 
and prices. Write F. S. Webster Com- 
pany, 17 Amherst Street, Cambridge 42, 
Massachusetts. Tell them the kind of 
typewriter you have and the number of 
carbons you intend making. 





Words 


Key to teasers on page 30 


SUPPLY THE PRONOUNS 


1. his; 2. her; 3. his; 4. its; 5. they; 
6. her; 7. its; 8. his; 9. their; 10. their. 


THOSE CAPITALS 

l. Correct; 2. Mayor Horton; 3. “The 
Spider and the Fly”; 4. South; 5. Mother; 
6. Correct; 7. college; 8. chemistry; 9. 
Hudson Bay; 10. Correct. 


IS IT “-ER,” “-OR,” OR “-AR”? 


2. grammar; 3. betrayer; 


4. collector; 5. propeller; 6. advertiser; 
7. supervisor; 8. professor; 9. mortar; 
10. executor. 


1. counselor; 


THE CORRECT MODIFIER 


1. taller; 2. somewhat; 3. that; 4. sure- 
ly; 5. really; 6. well; 7. carefully; 8. dif- 
ferently; 9. well; 10. bad. 


DO THEY MAKE YOU WINCE? 


1. taking this file; 2. a considerable 
amount of money (or property); 3. Cor- 
rect; 4. can hardly wait; 5. let him; 6. She 
ought not to have; 7. much (not muchly); 
8. Correct; 9. should have (not shoul 
of); 10. Correct. 
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STORY BEHIND THE STORY— 


IN HOLLYWOOD 


(Concluded from page 17) 





We played our game day by day. One day, for in- 
stance. he went for a walk. A long time passed, and 
he didn't return. | knew he was lost, and I went out 
to find him. Blocks from the plant. on an unfamiliar 
street, | saw my boss up ahead—walking slowly away 
from the plant. obvi usly lost. Some secretaries would 
have hurried)y walked up ‘behind him and probably 
blurted, “Where are you going? The plant’s back the 
other way.” But that wouldn't have been playing by 
the rules. 

Instead, | hurried around the block until I ap- 
proached in front of him. | struck up a natural gait 
into him. exclaimed, “What a 
coincidence! | was just returning from lunch. It’s 
about time we got back. dent vou think?” 


| could see he was relieved to hear a familiar voice 


ind, almost bumping 


Then | scolded him tor taking so much time off 
md we walked back to the plant together. He knew, 
and he knew that I knew 


we was. and that I'd come to find him. But we never 


of course, that he was lost; 
] 
wknowledged what we both knew! Those are job 
experiences that are rewards above monetarv return. 


Thev become tools for later and better positions 


SOMEONE 


temperament explosions in vour studio office, consid- 


asked one dav. “How come there aren't 


ering the high-strung people vou deal with?” The 
is that we know how to handle 
each situation. That’s part of the work. 


But one of the best parts of a studio job is becoming 


wWswel ot COLUTSE 


imember of the “familv.’ Despite what the columnists 
lay sav—and disagreements between executives and 
stars do occur—in general there’s a camaraderie native 
to the industrv. Perhaps the reason is that whether 
youre a star, writer, or secretary vou have an im- 
portant part in the success of the studio. 

The story department is a kind of studio tailor shop. 
Whether it’s one of our new stars like Piper Laurie, 
r old-timers like Ava Gardner. Ann Blyth. « 


Stewart, it’s up to us to find a tailor-made script that 


xr Jimmy 


sets well, fits. and will show our stars at their best. 
The tailoring, the cutting. the piecing together and 
tering, the final fitting—all go on in the story 
lepartment. 


THERE'S the great satisfaction of a “iob well done 
vhen a story has been cut and fitted and proves the 
proper vehicle for the star for which it was intende: 
You remember, then, how that screenplay bega., 
‘sa sheaf of manuscript on vour desk. And now it’s 
tull-ledged movie. and you discover that it does 
it well. What more 


“All this and diplomacy. too?” vou may ask. Yes, 


can a story department do? 


F ’ 
iplomacy. too! But it is merely one of the many req- 
sites for a story editor's secretary. 








CHRISTMAS PARTY 


Concluded from page 43) 
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Apsowurety SAFE .. NO CARBON-TETRACHLORIDE 


~ TO 4UM AND GOO! 
7 a with the amazing C. 
4 me cleaner... “4 





Cleans type CLEANER... 


dauber prevents spattering. Non-inflammable. 


Easier! Sturdy 


Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 


60¢ at all stationers 


and typewriter dealers 


letters will appreciate this reliable dirt-chaser! 
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ERASAGUARD— 
The Typist Pat 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that the Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office where 
I was formeriy employed and now I find it difficult to get 
along efficiently without one. I would like to purchase 
one or two. Is there a dealer in this territory?” 


She Does Make Mistakes...but... 





... She says “The Erasaguard makes 
erasures so easy that 
IT’S MY REAL PAL’ 


ERASAGUARDS are patented and sold only by Kee Lox 
Mfg. Co. 


Have an ERASAGUARD for yourself. 35¢ each, $4.20 a 
doz. Enclose stamps, money order or check, please, as it 
is too expensive to bill small orders. 








Kee Lox Mfg. Co., Rochester 1, N. Y. 
Send ©) doz. Erasaguards Pica 


O Elite 
To 
Address _ 
City _- 
Signed 
Title 




















SECRETARY AT THE NORTH POLE 


(Concluded from page 11) 





surrealistic Babel in many languages (including baby 
talk). and the diverse correspondence problems. 
There is the job of helping audit the transactions of 
the previous day, and the chore of setting up cash 
lists for the day ahead. There is the Thursday and 
Friday stint of preparing a pavroll of 120 checks, 
There is some special dictation from one of the village 
celebrities like Old King Cole. But, for Betty Farrell, 
the job of being secretary to Santa’s Workshop is 
best delineated by the whimsical and exciting “un- 
expecteds” that can be counted on to break the routine 
four or five times an hour—things like the North Pole 
melting, or Santa Claus fainting. The day Santa 
fainted, Betty had to keep the relief Santa pacing her 
office, killing an interval of time lest the youngsters 
note a contrast in size between the two and suspect 
the substitution. 

Frequently enough, some one of the 150 animals in 
the village manages to wander outside the confines. 
Peacocks are over the fence. or goats attempt to nego- 
tiate the cliffs of Whiteface. Betty often starts a round- 
up posse; but the animals usually come back without 
much trouble, for they are very tame and know they 
have a good home, with good things to eat. “Including 
mv hats,” Bettv adds; once a goat did come up behind 
Betty and eat half of the secretary’s hat while she 
was concentrating on her typing. 

It is not unusual for Betty to pitch into some pres- 
sure area in the busy shops or to take charge of an 
exit gate when the crowds are very large. Visitors at 
the North Pole, you see, pay for all their purchases 
at once as they leave the village—a checkout system 
similar to that of a supermarket. Once when Betty 
opened a special gate in such a crisis, she actually 
checked out a brown deer who strutted out with all 
the aplomb of a visitor. The secretary caught herselt 
saving, “Your card, sir,” then looked up with a “what 
am I doing” gasp and sprinted in pursuit of the 
wandering deer. 

Even when Betty doesn’t leave her office, animals 
will bring their problems to her very keyboard. So 
tame and so curious are the little fellows that it 1s 
not unusual for a lamb to jump into Betty’s lap while 
she is working. Several times she has served as foster 
mother for some animal. Once it was a baby deer that 
a farmer found. Little Bambi was fed on a_ bottle 
until it was strong enough to take its place in the 
village. Once it was a duckling that had somehow 
been rejected by his mother. Betty and her helpers 
dedicated a wash basin to his rehabilitation. He 
perked up nicely and soon took a proud place in the 
duckpond as the first duck ever to be reared in & 
steno pool. 

Everybody gets creative on the job at Santa's Work- 
shop. Betty has the honor of being consulted by the 
seamstress on all the new costumes for village chat- 
acters. And, in her own right, the secretary must be 
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given full credit for designing the tunics worn by 
the gnomes and preparing the pattern the seamstress 
followed. Betty even had a small part in planning the 
sreatest contribution of this village to Yuletide lore— 
Santa’s summer suit. a red gabardine job as cool and 
bright and flashy as Rudolph’s nose. 

Bettv's main creations. however, lie in the office 
systems, Which have been a substantial contribution 
to the success of Santa’s Workshop, Inc. When the 
village first opened. Betty was the whole clerical 
force. and it was a matter of feeling her Wavy. “I did 
some embarrassing things, too.” she confesses. “like 
the time we got the new ten-key adding machine.” 
Somehow the new machine kept delivering the same 
number no matter what Betty did. In great exaspera- 
tion she was phoning for expert help. “Maybe vou 
released the repeat key.” the expert's voice drawled. 
Betty's face reddened to a hue brighter than Santa’s 
tunic. She had! 

Since that time, not only has she become an expert 
at just about all business machines—and her office 
certainly has the latest and best—but she has also 
had the immense satisfaction of helping a representa- 
tive of National Cash Register design a very large 
and complicated machine to handle speedily the intri- 
cate reckoning of visitors and their purchases. The 
register tells who sold what merchandise. refreshment, 
or service in what part of the village. Betty is proud 
of that machine. . 

When it comes to rating North Pole a dream come 
true. Betty considers herself one with the voungsters. 
Not only is it a “job like none other in the world,” 
but it is the means whereby Betty has reconciled two 
great loves. You see, Betty was born and raised in 
the little village of Wilmington. New York. which nes- 
tles at the base of Whiteface in the Au Sable Valley. 
Anyone who has ever journeyed to this land can 
understand why Betty's first love is her Adirondack 
home. 

But Betty has another love—office systems. An in- 
spiring teacher in Au Sable Forks High School, Miss 
Genivive Carey, opened Betty's eyes to the immense 
satisfactions of office work. But what opportunities 
were there for an office worker in the Au Sable Val- 
ley? Betty journeyd to Utica, New York, where she 
was doing very well as a secretary and junior account- 
ant with a CPA firm when she heard of the plans for 
Santa's Workshop. Naturally she applied. It was het 
top shorthand and typing skill that enabled Betty 
to have Christmas all year long, to have Whiteface 
Mountain as her skyscraper, and to have vacationland 
at her office doorstep. 

Oh, yes, she has chopped off a piece of the North 
Pole when picnic ice was needed on a warm summer's 
evening. What’s that—did she ever have a ride in a 
reindeer sleigh? Well, this year Santa’s Workshop 
will have a reindeer team romping over the winter 
hills, and Betty will be able to add to her long list 
of extraordinary on-the-job activities the thrill of 
doing errands by reindeer sleigh. 
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